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APPLICATIONS FOR POSITIONS 





10-1 Ie135 .P36c 
Pell, Arthur R. . 
The college graduate guide to job finding. New York, Simon and Schuster, 1973, 

100 pp. 
Advice on choosing a career, preparing resumes, finding out about jobs, preparing 


for interviews and taking employment tests. 
AUTOMATIC DATA PROCESSING--PERSONNEL 


10=2 1e425 .P914G79t 

Great Britain. Department of Employment. 
The training of computer programmers; report prepared and presented to the Depart- 
ment of Employment by a joint committee of industrial training boards. London, 
H.M. Stat. Off., 1972. 47 pp. 

Presents recommendations for programmer training programs. The appendices in- 

clude a job description with specifications, suggested outlines for each stage of a 
training program and sample on-the-job training forms and plans. 





CHANGE, ORGANIZATIONAL 





10-3 Id72 .G28g 
General Motors Corporation. 
The General Motors approach to organizational development, n.p.-, n.d. 3 v. inl, 
Bound with: Progress report on cooperative project in organizational development 
between... and University of Michigan Institute for Social Research; Employe 
development and modern work force, by Stephen H. Fuller. 


10-4 

Kegan, Daniel L. and Albert H. Rubenstein, i 
Trust, effectiveness, and organizational development: a field study in R & D. 
Journal of applied behavioral science, vol. 9, no. 4, July-August 1973, pp. 498-512, 

Three hypotheses about trust and individual effectiveness, organizational 

effectiveness and organizational development programs were tested in research 
and development laboratories. "Two hypotheses were supported. First, the more 
an individual trusts his workgroup and the more he generally trusts others with 
whom he interacts during his work, the greater will be his self-actualization. 
Second, a 'proper' organizational development program will increase an individual's 
feelings of trust toward his own group and toward others, while maintaining awareness 
of the demands of his tasks," 


10#5 Id72 .W520 
Western Organizational Development Conference. 
Organizational development; the state of the art. Ann Arbor, Mich., Foundation 
for Research on Human Behavior, 1971. 88 pp. 
Contents: Organization development: a program overview, by Raymond E,. Miles; 
The managerial grid approach, by Robert R. Blake; Part 2, by John D. Gray; Increasing 
organizational success through lead time measurements, by Rensis Likert; The scien- 
tific data based approach to organization development, by Charles A. Waters; Part 2, 
by David G. Bowers; Part 3, by Gordon Sandberg; Laboratory training and team building, 
by Sheldon A, Davis; Part 2, by William J. Crockett. 
Proceedings of conference sponsored by Institute of Industrial Relations, Univer- 
sity of California, Berkeley and Foundation for Research on Human Behavior. 


CIVIL SERVICE 
10-6 
Hallman, Howard W. S/I 
Guaranteed employment. Facing the issues (Center for Governmental Studies), no. l, 
February 1973, 4 pp. 
Reviews the first year's results of the Public Employment Program and suggests 
that a pilot program on guaranteed jobs be made a part of PEP as a means of furthering 
the movement toward the goal of full employment. 
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CIVIL SERVICE (Cont'd) 





10«7 
PEP and the cities. Nation's cities, vol. 11, no. 5, May 1973, pp. 58, 60-61, 64. 


Brief summary of how the Public Employment Program has provided improved ser- 
vices to the cities and new job opportunities. Points to specific cities and 
their programs. 


10<8 Ic203 .Un27e 1970/71 
U.S. Bureau of the Census. 
Environmental quality control; finances and employment for selected large governmental 
units; fiscal 1970-71, Washington, U.S. Govt. Print. Off., 1972. 35 pp. 
Data on employment and expenditures of the Federal, state and local governments in 
the areas of water and air quality control and solid waste management, 


10-9 1c204 .Un665p 
U.S. Manpower Administration, 
Public employment program; annual report to Congress. Prepared by the Office of 
the Public Employment Program, Washington, U.S. Govt. Print. Off., 1973. 86 pp. 
Reviews the administration and accomplishments of the Public Employment Program, 
a program authorized by the Emergency Employment Act of 1971 to provide Federal 
support for public service jobs for unemployed and underemployed workers. 


CIVIL SERVICE, FEDERAL 





10-10 

Patton, Arch. 
Government's revolving door. Business week, no. 2298, September 22, 1973, 
pp. 12-13. 

Patton analyzes the tenure of the 563 secretaries, undersecretaries and assistant 
secretaries of 11 Federal departments in the first administration of Presidents 
Kennedy, Johnson and Nixon. His suggestions for dealing with the turnover problem: 
fill assistant secretary positions with career civil servants or enhance the prestige 
of government service so that better qualified individuals can be recruited for these 
positions. 

10=11 1c26.4 .Un35se 

U.S. Civil Service Commission. 
Statutory exceptions to the competitive service; report to the Committee on Post 
Office and Civil Service of the United States Senate. Prepared by Bureau of Policies 
and Standards, Special Policies Division. Washington, 1973. 3 Vv. 

"This is a review of the present statutory exceptions on an agency-by-agency basis. 

It is a comprehensive report on the circumstances peculiar to each agency which, in 
the view of the agency concerned, have required different personnel policies. It 
notes differences in methods or systems of hiring, promoting, and removing employees 
in the full range of positions in agencies, or components of agencies, in the excepted 
service," The basic volume summarizes each agency's report and presents the Com- 
mission's view on the present need for the statutory exception. The remaining 
volumes reproduce the full reports from each agency. 

Gale W. McGee, Chairman, Senate Committee on Post Office and Civil Service. 


10-12 Iall.15 .Un35wf. 1973 
U.S, Civil Service Commission. 
Working for the USA, Prepared by Bureau of Recruiting and Examining, Program 
Development Division. Washington, U.S. Govt, Print, Off., 1973. 36 pp. 
(Pamphlet 4 (BRE-37)) 
Explains the application procedures and eligibility requirements for Federal 
civil service employment and briefly reviews the working omnditions and benefits 
available to Federal employees, Includes a list of the Federal Job Information 
Centers, 


Available U. S. Government Printing Office. 








CIVIL SERVICE, FEDERAL (Cont'd) 


10-13 1c26.37 .Un89p 1971/72 
U.S. Social Security Administration. 
Personnel data, fiscal year 1972, Washington, 1973. 152 pp. 

Provides statistics on employment in the Administration by organizational com- 
ponent, geographic location, grade, education, age, length of service, time in 
grade and race and national origin. Data are also presented on supervisory employe 
ment, new hires and separations, promotions, sick leave, female employment, perfor- 
mance awards and suggestions and union recognition, i 









































CIVIL SERVICE, FOREIGN 


10-14 Id16 .In8f 1968 
International Congress of Administrative Sciences, 14th, September 3-6, 1968, Dublin. 
Adaptation of public personnel administration to changes in society; final version 
of the general report, by Aryeh Attir. Brussels, 1971. 192 pp. 
Examines recruitment, promotion and training policies in the civil service systems ‘ 
of different countries and discusses relations between the public and private sectors 
and problems which often arise in the civil service systems of developing countries, 








COMMUNICATION TECHNIQUES 





10-15 
Athanassiades, John C, 
The sounds and silences of employee communication. Journal of business communication, | 


vol. 10, no. 4, Summer 1973, pp. 43-50. 

The author presents a model of the distortion of upward communication by sub- 
ordinates and shows how upward and downward communication distortion "are inter- 
related and part of a dynamic process linked to organizational climate." 


10-16 
Mintz, Harold K. 
Memos that get things moving. Supervisory management, vol. 18, no. 8, August 1973, 


pp. 2-9. t 
Offers suggestions for the preparation, design and distribution of memos. } 


10#17 } 
Wendlinger, Robert M, 
Improving upward communication. Journal of business communication, vol. 10, no. 4, 
Summer 1973, pp. 17-23. 

Open Line is a program introduced at Bank of America in 1972 to provide employees 
with a confidential channel for submitting problems and complaints to management 
when normal channels of communication have broken down. This article explains how 
the program was set up, what results were observed during the first year's operation 
and what was learned from the experience. 





CONFERENCES 
: 18 1e405 .T34s . 
This, Leslie E. . 
The small meeting planner. Houston, Texas, Gulf, 1972. 234 pp. . 

A basic guide to meeting planning and evaluation "for those who plan meetings, , 
workshops, conferences and training activities for 100 or less participants. 


seminars, 


CONSULTANTS (PUBLIC SERVICE) ' 
10-19 1d43 .As7p 


Association of Consulting Management Engineers, Inc. 
Prefessional responsibilities of management consultants; ethics and professional con- 
duct, by Philip W. Shay. New York, 1973. 27 pp. 








Lon, 


its." 








ee 








CONSULTANTS (PUBLIC SERVICE)  (Cont'q) 





10#20 
Miller, Richard I. 
Choosing a consultant: a guide for the courts. Judicature, vol. 57, no. 2, August- 
September, 1973, pp. 64-68. 
Discusses utilization and compensation of consultants by the courts and points 
out factors to consider when selecting academic, management and technical consultants. 


COUNSELING 


10-21 

Kleiler, Frank M. 
Counseling on off-the-job problems. Supervision, vol. 35, no. 8, August 1973, 
pp. 26-27. 

Company policies and methods of counseling employees on their off-the-job problems 
vary. Nondirective counseling is often the most appropriate means of dealing with 
emotional or mental problems, while directive counseling has proved effective in 
other situations. 


DECISION-MAKING 


10°22 
Bauman, Richard J. 


Be a problem solver, Supervision, vol. 35, no. 8, August 1973, pp. 384. 

Suggests five basic steps for dealing with any problem: "1. Become aware of 
the difficulty. 2. Locate and define the problem. 3. Determine the possible 
solutions. 4, Select the most appropriate solution, unbiasedly. 5. Try the 
solution, and either accept or reject it." 


10#23 1d24.9 .R15s 

Rand Corporation. 
Studies in the quality of life; Delphi and decision-making, by Norman C. Dalkey and 
others. Lexington, Mass., Lexington Books, 1972. 161 pp. 

Chapter four, "Measurement and analysis of the quality of life," includes a 
report of an exercise in which a group of mid-career Federal executives evaluated 
alternative courses of action in two decision-making situations: the selection of 
a career/life environment and the selection of a mode of transportation for com- 
muting. 


DELEGATION 


10#24 
Castles, William A., II. 
A view of managerial delegation. The Secretary, vol. 33, no. 7, August-September 
1973, pp. 12, 14-15, 21. 
Examines some of the techniques of and barriers to the successful delegation 
of authority by managers to subordinates. 


DISADVANTAGED 


1025 
Goodman, Paul S., Paul Salipante, and Harold Paransky. 
Hiring, training, and retraining the hard-core unemployed: a selected review. 
Journal of applied psychology, vol. 58, no. 1, August 1973, pp. 2333. 
A review of research on training or employing the hard-core unemployed shows 


that a variety of personal, supervisory and organizational characteristics affect 
the job behavior of HCU workers. 











DISADVANTAGED (Cont'd) 


10-26 Ie152.9 .H24e 

Harrison, Bennett. 
Educetion, training, and the urban ghetto. Baltimore, Johns Hopkins University 
Press, 1972. 267 pp. 

Harrison's study indicates that nonwhites living in large metropolitan areas 
have not received the returns on investments in education and training (measured 
by earnings and probabilities of unemployment) that whites in the same parts of the 
city have received. His conclusion is that the emphasis of national policies 
aimed at promoting economic opportunity for disadvantaged workers must be shifted 
“away from concentration on the alledged 'defects' of the poor themselves toward 
the investigation of defects in the market system which restrains the poor from 
realizing their potential." 

Based on the author's doctoral dissertation at the University of Pennsylvania. 





10-27 1e428 .M3l1d 

Mangum, Garth L. and John Walsh. 
A decade of manpower development and training. Salt Lake City, Utah, Olympus, 
1973. 151 pp. 

A 10-year review and evaluation of experiences under the Manpower Development 
and Training Act of 1962. Since 1966 the programs under the Act have been heavily 
oriented toward training of the disadvantaged. 

Contents: Chap. 1, The MDTA program in retrospect; chap. 2, The outcomes of 
MDTA training; chap. 3, MDTA training institutions; chap. 4, Impact of MDTA on the 
labor market; chap. 5, Contributions of MDTA to training policy. 

Excerpts from the book appear in an article by the authors, "A decade of man- 
power training," Manpower, vol. 5, no. 4, April 1973, pp. 20-26. 


10-28 Tech, Rpts. 
Mobilization for Youth, Inc. 
Problems in the application of behavior modification principles for teaching job- 
required behaviors to disadvantaged manpower trainees, by Irwin Feifer, Richard Tobias, 
and Robert Spitalnik. Springfield, Va., National Technical Information Service, 1972, 
12 pp. (PB- 213-865) 
"The nature, magnitude and scheduling of reinforcers, the nature of the behaviors 
to be taught and the practical constraints inherent in the natural training setting 
all posed profound problems to overcome.” 


10«29 Iel57 .Solne 
Social Development Corporation, 
New careers police-community relations. Washington, n.d. 40 pp. 

Describes the duties and career ladder for a police-community relations aide 
position and suggests that police departments recruit, train and utilize the 
disadvantaged, hard-core unemployed and members of minority groups to staff this 
position, 

10-30 Tel52_ .Un17j 
U.S, Bureau of Labor Statistics. 
The job search of ghetto workers; Bedford-Stuyvesant, Central Harlem, East Harlem, 
South Bronx. Washington, 1971. 36 pp. (Regional reports no. 21) 

"This fourth report in a series summarizing findings from the Urban Employment 

Survey examines how jobseekers living in the major poverty areas of New York City 


go about looking for work." 
At head of title: Poverty area profiles. 


10#31 Iel52 .Un58s 
U.S. General Accounting Office. 
Study of Federal programs for manpower services for the disadvantaged in the 
District of Columbia; report to the Congress by the Comptroller General of the 
United States. Washington, 1973. 41 pp. (B- 146879) 
"This study of 17 Federal manpower programs in the District of Columbia revealed 
a maze of local systems for the delivery of similar job training and employment 
services to the same group of District residents," 
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DISADVANTAGED (Cont'd) 








10-32 
U.S. Manpower Administration, 
New careers in the State Employment Security Agencies. Springfield, Va,, National 
Technical Information Service, 1970. 307 pp. (PB-212-077) 
“A thorough description is given of the philosophy and operating instructions 
for New Careers training programs in Employment Security Agencies." The New Careers 
program is oriented toward bringing disadvantaged persons into paraprofessional 
positions which include career ladder provisions. 
Contents: Pt. I, Instruction for a New Careers Program; pt. II, Suggested staff 
training guide; pt. LII, Handbook. 


EMPLOYEES--PARTICIPATION IN MANAGEMENT 


10<33 PR 1e527.9 .Bl6e 
Baines, Tyrone R. 
An exploration of Eupsychian-participatory management in the Federal government; 
the OEO case. Ann Arbor, Mich., University Microfilms, 1973, 246 pp. 
Analyzes the various management styles and the variables associated with 
workers, supervisors and managers which are related to the feasibility of partici- 
patory management. 
Doctoral dissertation, University of Maryland, 1972. Abstracted in Dissertation 
Abstracts International, vol. 33, no. 10, April 1973, p. 5808-A. 


Tech, Rpts. 








10-34 Ie527 .C76w 
Conference Board, Inc. 
Worker participation; new voices in management, by John M. Roach. New York, 1973. 
45 pp. (Report no. 594) 
Explains what worker participation is, what different forms it can take, how it 
has worked in actual practice, what some of the benefits and problems are and how 
it can be implemented, 


10-35 1d72.9 .M36e 

Maryland. University. Department of Psychology. ; 
The effect of organizational environment on perceived power and climate; a labor- 
atory study, by Duncan L. Dieterly and Benjamin Schneider. College Park, Md., 
1972. 39 pp. (Research report no. 1) 

"Two strong findings were that participative decision-making seems to result 

in decreased self-perceived power for occupants of higher positions and that a 
service orientation combined with participative decision-making leads to posi- 
tive climate perceptions." 


10#36 
Peacock, Len. , 
Participation pays. Industrial society (Gr. Brit.), vol. 
pp. 17-20. ™ 
A case study of the development, implementation an 
management program at Rank Xerox. 


54, September 1972, 


d results of a participative 


10-37 


When workers become directors. Business week, no. 2297, September 15, 1973, pp. 188, 
190, 194+, 

Describes some of the training programs being conducted to prepare employees 
for their roles as directors in Swedish corporations. Union and management Leaders 
comment on possible benefits and problems of worker representation on boards. 

An accompanying article, “The German experiment: a mixed blessing," comments 
on Germany's 20 years of experience with worker-directors. 








EQUAL OPPORTUNITY IN EMPLOYMENT 





10-38 Law .N42a 1971/72 
Bienstock, Peter and Sara Piovia. 


Civil rights. In New York University. School of Law. Annual survey of American 
law, 1971/72. Dobbs Ferry, N.Y., Oceana, 1973, pp. 289-326. 

Included in this review of legal developments in civil rights during the year is 
an examination of significant decisions in cases related to employment discrimina- 
tion. The cases discussed involve both sex and racial discrimination. See pages 
308-321. 


10<39 
Dennard, Cleveland L. and Carl Akins, eds. 


Minority perspectives on bureaucracy. The Bureaucrat, vol. 2, no. 2, Summer 1973, 
pp. 127-191. 

The contributors to this Public Policy Forum examine the actual role of minority 
executives in the bureaucracy and what their role should be. Tne papers deal 
primarily, but not exclusively, with the Federal bureaucracy and consider only 
Negroes and the Spanishesurnamed. 

Major papers: Random thoughts on the bureaucracy, by Arthur A. Fletcher, 
Mexican Americans and the new federalism: what role for the bureaucracy? by Jerry 
Rankin and Jose de la Isla: The Puerto Rican experience with the bureaucracy, by 
Philip L. Garcia; Minority business development and its potential, by Nick Ortiz; 

A Chicano looks at bureaucracy, by Armando Rodriquez; The role of the Spanish 
speaking aide on the Hill, by Robert A. Reveles and Daniel Maldonado; Increasing 
minority representation in public bureaucracies, by Don Clasen and James T. Jones, 


10-40 
EEO policy controversies. Advance; studies in public manpower modernization, 


vol. 1, no, 2, Summer 1973, pp. 1, 4-14, 19-30. 

Includes speeches on state and local government affirmative action programs 
presented at four regional conferences on "EEO Policy Controversies: Goals, 

Quotas and Merit Principles" in March, 1973, and the Federal government's and the 
National Civil Service League's policies on equal employment opportunity. 

Contents: Introduction; Hartford's response to the EEO debates, by Robert D, 
Krause; Are goals or quotas essential for affirmative action? by Robert Galloway; 
The New York City experience, by Alphonse D' Ambrose; Confronting the problems of 
merit principles and equal opportunity, by Charles A, Pounian; Job qualifications 
and selective certification: some observations, by Frank Escobar; Proportional 
representation and merit principles: are they compatible? by Clifford L. Alexander; 
The administrator's responsibility for equal opportunity, by John W. Macy, Jr.; 

The Federal government's memorandum on goals and quotas; The National Civil Service 
League's policy statement on equal employment opportunity. 


10-41 
/Equal employment/. Conference Board record, vol. 10, no. 8, August 1973, pp. 46-61. 


These six articles are based on the authors' remarks before a Conference Board 
Conference on Equal Employment: Opportunity or Quota? held in New York City on 
June 6, 1973. 

Contents: Changing perspectives on nondiscrimination, by C. Paul Sparks; Racial 
justice via quota employment, by Kenneth B. Clark; Voluntarism and EEOC, by William 
H. Brown, 3rd; Business realities and the law, by John W. Kingsbury; Affirmative 
action and present ‘affected classes,' by Michael A. Roberts; Employee benefit plans 
and affirmative action, by H. P. Kneen, Jr. 


10#42 Ie152 .G79t 
Great Britain. Department of Employment. 


Take 7; report on a survey undertaken by,..into immigrant labour relations at 
seven English firms. London, H.M. Stat. Off., 1972. 118 pp. 

Results of this survey of the experiences of seven firms with the employment of 
non-white workers are reported under the following headings: company policy .and 
practice, advancement and promotion, under-utilisation of manpower, labour turnover among 
coloured people, employee relationships, language and communications, hygiene and 
personal habits, absence for religious observances, dress, trade unionism, and 
prospects for the future, 

Cover title: Take 7; race relations at work. 
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EQUAL OPPORTUNITY IN EMPLOYMENT (Cont'q) 





10#43 

Malbin, Michael. 
Agency differences persist over goals and timetables in non-discrimination plans; 
Proposed Federal guidelines on hiring could have far-reaching impact. National 
journal reports, vol. 5, no, 38, September 22, 1973, pp. 1400-1411; no. 39, 
September 29, 1973, pp. 14291434. 

Two part series dealing with Federal efforts to end discrimination in hiring. 

Part one considers the responsibilities and authority of the agencies involved, 
i.e., the Equal Employment Opportunity Commission, the Civil Rights Division of 
the Justice Department, the Civil Service Commission, the Office of Federal 
Contract Compliance of the Labor Department and the Equal Employment Opportunity 
Coordinating Council, Points out differing opinions over goals and quotas. 
Part two analyzes the EEOCC proposed regulations on "all techniques used by 
employers to judge employees--including interviews, collection of background 
information and educational credentials. 


10044 

Minter, Robert L. 
What the supervisor should know about ... his company's affirmative-action program. 
Supervisory management, vol. 18, no. 8, August 1973, pp. 10-17. 

Presents a checklist which provides "guidelines that can be used to assess 
affirmativeeaction programs in six areas: (1) recruitment and. promotion practices; 
(2) testing procedures; (3) training; (4) company benefits; (5) internal and 
external communication; (6) union-management relations." 


10645 


Nevada. State Apprenticeship Council. 


Equal employment opportunity in apprenticeship; state plan. 
37 pp. 


Iel52 .N4le 
Carson City, 1971. 


"This plan sets forth policies and procedures to promote equality of opportunity 
in apprenticeship programs registered with the State Apprenticeship Agency." 


10=46 Iel52 .P38s 1969 
Pennsylvania. Human Relations Commission. 
Survey of non-white employes in state government in Pennsylvania, 1969. Harris-~ 


burg, 1969. 11 pp. 


Reports distribution of non-white employees by agency, by date of appointment to 
present position, by occupational category and by salary category. 


1047 1e152.5 .Un35di 
U.S. Civil Service Commission. 
Discrimination complaints examiners handbook, Prepared by Office of Federal Equal 
Employment Opportunity. Washington, 1973. 111 pp. 
"The Complaints Examiners Handbook sets forth the basic ground rules which will 
enable the Examiner to conduct a fair and impartial hearing and render a just 
decision in discrimination complaint cases." 


10°48 


U.S. Commission on Civil Rights. 
The Southwest Indian report: a report of the .... 
Off., 1973. 171 pp. 

The report focuses on the major problems facing American Indians in Arizona 
and New Mexico: employment, education, health services, the administration of 
justice and water rights. The section on employment includes a discussion and 
Statistical data on the employment of Indians by the Federal government (particue 
larly by the Bureau of Indian Affairs and the Indian Health Service), by state 
and local governments and by private sector employers. 


Iel52 .Un365s 


Washington, U.S. Govt. Print. 








EQUAL OPPORTUNITY IN EMPLOYMENT (Cont'd) 





10-49 Ie152 .Un472em 1971 
U.S. Equal Employment Opportunity Commission, 
Employment profiles of minorities and women in the SMSA's of 17 large cities, 1971, 
Washington, 1973. 106 pp. (Research report no. 41) 
Presents employment data obtained from the EEO-1 reports filed by employers 
and demographic and economic data from the 1970 census. 


10. 50 
Work environment injury under Title VII. Yale law journal, vol. 82, no. 8, July 1973, 
pp. 1695-1705. 

This note argues that the decision in the housing discrimination case of 
Trafficante v. Metropolitan Life Insurance Co. has implications for class action 
standing in employment discrimination cases, The analogy suggested is that "an 
employee who is not the subject of discrimination might nevertheless be injured by 
discriminatory employment practices directed at others insofar as he is deprived of 
the benefits of a nondiscriminatory work environment." 





EXECUTIVES 

10#51 3/1 

Atkey, Richmond I. 
Managing managers in the public service. Optimum (Canada), vol. 3, no. 2, 1972, 
pp. 37-43. 


Explains the management by objectives approach to the management of managers and 

compares it with the mechanistic approach. 

10#52 

Greene, Charles N. 
Causal connections among managers' merit pay, job satisfaction, and performance, 
Journal of applied psychology, vol. 58, no. 1, August 1973, pp. 95-100. 

Evidence from this study support the hypotheses that merit pay causes satis- 
faction and performance causes satisfaction. The relationships between merit pay 
and subsequent performance and between performance and subsequent merit pay were 
found to be strong and of practically equal magnitude, raising the question of 


reciprocal causation. Implications of this possibility are discussed for organi- 
zational pay schedules. 
1053 1e124.5 .Un35ef 1973 


U.S. Civil Service Commission. 
Executive manpower in the Federal service. Prepared by Bureau of Executive Man- 
power, Division of Executive Manpower Planning and Development. Washington, U.S. 
Govt. Print. Off., 1973. 31 pp. 

The text and numerous statistical tables provide information on the character- 
istics of Federal executives, the procedures for filling executive positions and 
the implementation of executive development programs. 

Available from U.S. Government Printing Office. 


EXECUTIVES--ABILITIES AND CHARACTERISTICS 





10«54 
Drucker, Peter F, 
[Effective executive series]. Modern office procedures, June 1972-Jauary 1973. 

An eight-part series of articles in which Drucker discusses the need for executive 
effectiveness and several specific elements which contribute to total effectiveness: 
time management, responsibility to subordinates, staffing managerial positions and 
decision-making. 

From the author's book, The Effective Executive. 
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EXECUTIVES-- ABILITIES AND CHARACTERISTICS (Cont'd) 





10«55 

Gruber, W. H. and J. S. Niles. 
Research and experience in management. Business horizons, vol. 16, no. 4, August 
1973, pp. 15-24. 

Examines the research-based and experienced-based approaches to management 
problem-solving and suggests that the manager's competency may be enhanced by a 
synthesis of the two approaches. 

10°56 

Kirton, M. J. and Glenn Mulligan. 
Correlates of managers' attitudes toward change. Journal of applied psychology, 
vol. 58, no. 1, August 1973, pp. 101-107. 

"A measure of a general readiness to accept change and a measure of attitudes 
toward change in a specific area (promotions policy) were correlated with age, 
education, managerial rank, frustration-contentment, Level of self-confidence, 
extraversion, and neuroticism in a sample of 258 managers." 


10°57 

leader, Gerald C. 
Interpersonally skillful bank officers view their behavior. Journal of applied 
behavioral science, vol. 9, no. 4, July-August 1973, pp. 484-497. 

"The study focuses upon two dimensions of particularly effective interpersonal 
behavior in an organizational setting. Bank officers who saw themselves as 
expressive and assertive, depending on the demands of the situation, were judged 
by their superiors as more interpersonally skillful than those capable of 
only one or neither of these two kinds of behavior. ... The findings for this 
context describe the nature and quality of interpersonal skill required for 
on-the-job effectiveness, and thus provide an empirical basis for improving 
organizational functioning through specific interpersonal behavior skill training." 


10«58 
Levinson, Robert E. 


The executive escape hatch...or how to avoid detail. Management review, vol. 62, 
no. 8, August 1973, pp. 27-32. 


Levinson describes several methods he has developed for eliminating time con- 
suming details from the executive's job. 


EXECUTIVES - - PAY 
10«59 
Closing the executive loophole. 





Business week, no. 2296, September 8, 1973, p. 18. 

,: Discusses proposed Cost of Living Council regulations which will affect execu- 
tive salary increases, bonus payments and incentive plans. 

10*60 

Great Britain, Review Body on Top Salaries. 


Interim report on top salaries; presented to Parliament by the Prime Minister 
by command of Her Majesty, London, H.M. Stat. Off., 1972. 23 pp. (Report no, 2) 
& review of and recommendations for the remuneration of the chairmen and members 
of the boards of nationalised industries, the higher judiciary, senior civil servants, 


senior officers of the armed forces and other groups. The appendices show the present 
pay structure for these groups, 


Ie61 .R32i 


10-6] 

Heneman, Herbert 6.5 Itt. 
Impact of performance on managerial pay levels and pay changes. 
psychology, vol. 58, no. 1, August 1973, pp. 128-130. 


Performance and job level were found to be predictive of pay levels and length of 


Service was predictive of pay changes. Education was not predictive of either pay 
levels or pay changes. 


Journal of applied 
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EXECUTIVES--PAY (Cont'd) 





10-62 
Lamey, R. H. 
Britain's pensionable lead. Management today, August 1973, pp. 95, 98, 1LOO+. 
The British executive does not receive as much direct pay as his counterparts in 
Europe and the U.S.; but whem pensions are considered as part of total remuneration, 
the British executive is in a much more equitable position. 


EXECUTIVES - -RECRUI TMENT 
10-63 Tech. Rpts. 





Boston Urban Observatory. 
Municipal manpower policies for the city of Boston; guidelines for the seventies, 
Springfield, Va., National Technical Information Service, 1972. 93 pp. (PB-208- 
533) 
"The study focuses on the problem of recruiting and retaining an adequate number 
of qualified top-level and middle-level staff as administrators, professionals, 
and technicians in the City of Boston." 


EXECUTIVES - -RESPONSIBILITIES 

10-64 

Ackerman, Leonard. 
Do unto others as they would have done unto themselves. Personnel journal, vol, 52 
no. 8, August 1973, pp. 730-731, 746. 

Ackerman emphasizes the need for managers to recognize individual differences in 

perception, attitudes and motivation in order to create an environment in which 
employees can perform effectively. 





EXECUTIVES--SELECTION 





10-65 Iel24 .Sels 

Sears, Roebuck and Company. 
The Sears Longitudinal Study of Management Behavior, by V. Jon Bentz, Psychological 
Research and Services, National Personnel Department. n.p., 1971. 2. 201, 

Bound with: Supporting data. 

Data for this on-going study is obtained during the selection process, a nine- 
month formal training program, an assessment center program and periodic performance 
reviews. The purpose of the study is to discover and refine the dimensions of 
executive behavior in order to make qualitative improvements in the selection and 
utilization of executive manpower. 

Presented at American Psychological Association Division 14 symposium, "Longitudi- 
nal Approaches to Management Research," Washington, D.C., September 6, 1971. 

10-66 Iel24 .Selv 
Sears, Roebuck and Company. 
Validity of Sears assessment center procedures, by V. Jon Bentz, Psychological 
Research and Services, National Personnel Department. n.p., 1971. 2v. inl. 
Bound with: Tables supporting presentation. 
Presents the results of validity research on Sears, Roebuck's Multiple Assess- 
ment Program for Management Behavior. 
Prepared for presentation to a symposium on "Validity of Assessment Centers," 
American Psychological Association convention, Washington, D.C., September 5, 1971. 


EXECUTIVES- -TRAINING 
10-67 





Albano, Charles. 
Closing the confidence gap. Training and development journal, vol. 27, no. 8, 
August 1973, pp. 8-13. 
Describes the desirable characteristics of a management trainer and explains 
how the trainer can develop these characteristics. 
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EXECUTI VES- - TRAINING (Cont'd) 








10068 
Blandin, Nanette M, 
A new initiative in executive development. The Bureaucrat, vol. 2, no. 2, Summer 


1973, pp. 214-218. 

Describes the Feceral Executive Development Program, an agency-wide program 
sponsored by the Office of Management and Budget in cooperation with the U.S. Civil 
Service Commission. The new program draws heavily on the Internal Revenue Service's 
successful experience with its Executive Selection and Development Program which was 
established in 1956. 


10069 M-Film 
Casella, Ronald F. 
Evaluation of the measurement system used in determining the effectiveness of exec- 
utive development programs. Cambridge, Mass., M.1.T. Libraries, 1972. 93 pp. 
"Investigates: the methods employed by corporations to measure the effectiveness 
of the executive development programs in which they participate; and the mechanism 
used to measure the degree to which their goals for executive development are being 
met.” 
Master's thesis, M.I.T. Alfred P. Sloan School of Management, 1972. 


10°70 1e428.7 .Er4re 

ERIC Clearinghouse on Vocational and Technical Education. 
Review and synthesis of research on preparation of leadership personnel for vo- 
cational and technical education, by Melvin D. Miller. Washington, U.S. Govt. 
Print. Off., 1972. 4G pp. (Information series no. 64) 

Considers functions and roles of vocational education leaders, different types 

of leadership development programs and methods used to recruit and select persons 
for development programs. 


10#71 1e424 .G79s 
Great Britain, Department of Employment, 


Reviews the growth of management development and training activities since the 
Industrial Training Act was enacted in 1964 and recommends actions by the Industrial 
Training Boards, the Central Training Council and the Department of Employment to 
promote future progress in this area. 


10972 

Havemann, Joel. 

' OMB instituting management training for career executives in Federal agencies. 
National journal reports, vol. 5, no. 37, September 15, 1973, pp. 1374-1375. 

Briefly reviews previous efforts to develop management training programs and 
describes two new programs organized by the Office of Management and Budget for 
topelevel Federal executives. One program will provide one to eight weeks of 
formal training for career executives; and the other program, the Federal Executive 
¥ Development Program, will provide eight weeks of formal training and ten months of 
on-the-job training designed to broaden the work experience of GS 15 level managers. 


1073 

Hodge, B. J. and John W. Lee. ie 
What reading will do for the executive. Business horizons, vol. 16, no. 4, August 
1973, pp. 47-51. 

Renewed emphasis on reading in executive development programs is attributed to 
its effectiveness, flexibility and low cost. Several types of reading programs 
are described including company-sponsored programs, discretionary reading programs, 

association and university reading programs and personal reading programs. 








Survey on management training and development, London, H.M. Stat. Off., 1971. 70 pp. 





EXECUTIVES--TRAINING (Cont'd) 





10-74 

Powell, Reed M. and Charles S. Davis. 
Do university executive development programs pay off? Business horizons, vol. 16, 
no. 4, August 1973, pp. 81-87. 

A study of large firms known to be regular users of university programs shows 
that there is a lack of written policy concerning corporate participation in such 
programs and the selection of participants, there is no major effort to match 
individual needs with appropriate educational programs and there is little ob- 
jective evaluation of the participant's performance upon completion of the program, 
Both the corporations and the participants were found to have favorable views of 
university programs. 


10<75 1e424.5 .P93e 1973 
Princeton University. Woodrow Wilson School of Public and International Affairs. 
Educational program for Federal otficials at mid-career, 1973. n.p., 1973. 39 pp. 


A description of the program and eligibility requirements and a listing of the 
faculty and courses, 


FREEDOM OF INFORMATION 


10-76 
Cohen, Richard E. 
Court and Richardson actions spur citizen access to government records. National 
journal reports, vol. 5, no. 35, September 1, 1973, pp. 1305-1306. 
Reports on steps taken by all three branches of government to insure citizens of 
greater access to government information. 





10©77 
Klempner, I.M. 
The concept of "national security" and its effect on information transfer. Special 


libraries, vol. 64, no. 7, July 1973, pp. 263-269. 

Within the Federal government, Klempner sees the practice of withholding non- 
security information from the public to be widespread and says it is often accom- 
plished through delaying administrative techniques, excessive copying and search 
fees, etc. He examines the role and responsibility of the librarian or information 
specialist in dealing with this problem. 


FRINGE BENEFITS 
10°78 
Career apparel: new fringe benefit. Administrative management, vol. 34, no. 8, 
August 1973, pp. 21, 58. 
Discusses factors to be considered when developing a program of providing work 
clothing for white collar employees. 





10«79 1e537 Box 
Cincinnati. Department of Personnel and Civil Service Commission. 
Wage & fringe benefit increases for non-uniformed employees, 1973-74. Cincinnati, 
1973. 4 pp. 
Reports changes in wages and benefits effective in 1973 and 1974. 


10<80 


Connor, R. W. and Amanda O'Reilly. 
Employee benefits in a large company. Personnel practice bulletin (Australia), vol. 2%, 
no. 1, March 1973, pp. 62-76. : 
Describes the employee benefits and services provided by an Australian firm 
employing over 5,000 people. Covers policies related to retirement plans, leave, 
employee loans, recreational benefits, medical services, educational assistance, 
employee welfare and a variety of other benefits. 
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FRINGE BENEFITS (¢ont'q) 


10-81 1e537 Box 
League of Arizona Cities and Towns. 
Salary and fringe b2nefit survey, 1973. Phoenix, 1973. 36 pp. 

A survey of fringe benefits and pay for administrative and bench mark positions 
in Arizona cities and towns. Benefit policies covered include those related to 
overtime, vacations, sick leave, insurance, tuition refunds, travel allowances and 
uniform allowances. 


10-82 
U.S. Civil Service Commission, 
Comparison of major employee benefit programs. Prepared by Bureau of Retirement, 
Insurance, and Occupational Health. Washington, 1973. 84 pp. 
Six major benefit programs (retirement, health benefits, life insurance, vacations 
sick leave and holidays) of eleven large employers (six private firms, four state 


governments and one local government) are compared with similar programs provided 
for Federal employees, 


Te536 .Un35c 


10-83 1e536 .Un35r 

U.S. Civil Service Commission. 
Retirement, life insurance, and health benefits programs; benefit comparisons and 
cost projections. Prepared by Bureau of Retirement, Insurance, and Occupational 
Health. Washington, 1972. 69 pp. 

This report is composed of two major sections. The first compares the retirement, 
life insurance and health benefit plans of the Federal government with similar 
programs of 9 state governments, 4 local governments and 12 private employers. 

The second section presents projections of Federal government costs and expenditures 
for retirement, life insurance and health benefits through 1982. Actual data back 
to 1963 are provided for comparison, 


10-84 1e537 Box 
Washington Local Government Personnel Institute. 
Washington city and county salaries and fringe benefits in 1972. Prepared in 
cooperation with Association of Washington Cities and Washington State Association 
of Counties. Seattle, 1972. lv. 
Reports policies concerning vacations, holidays, sick leave, insurance, over- 
time and longevity increases for each city participating in the survey. 


1085 1e537 .W52f 
West Virginia. University. 
Fringe benefits for non-teaching employees in American universities, by Edwin R. 
Smith, Harold I. Goodwin, and John O, Andes. Morgantown, 1973. 23 pp. 
This compilation of the benefits available to non-teaching employees is based 
on a survey of major universities. 


10-86 1e59 Box 
Wisconsin, Bureau of Personnel. 
Wage, salary & benefit survey report, 1971-1972. /Madison?/ 1972. 36 pp. 

This survey presents wage and salary data for key job classes, data on general 
economic adjustments to wages and salaries and statistics related to the provision 
of employee benefits. The report is based on the responses of 34 Wisconsin 

employers including 2 government employers. 








GROUP RELATIONS 





10-87 
Owens, James. 


Organizational conflict and team-building. Training and development journal, vol, 27. 


no. 8, August 1973, pp. 32-39. 

"This is a report on a simulation exercise, conducted in many government and 
industrial organizations, which demonstrates to participants, in a concrete ‘here 
and now' kind of laboratory experience, how and why destructive conflict thrives 
within organization-oriented teamwork." The article concludes with suggestions 
for building a team-oriented attitude among work groups. 


HANDICAPPED 

10-88 Ie361 .P39d 

People-to-People Committee for the Handicapped. 
Directory of organizations interested in the handicapped. Washington, n.d. 4O pp. 

"Includes those organizations and agencies, both private and federal, concerned 

with the techniques, training, treatment, devices, and procedures in rehabilitating 
and employing the disabled." Provides address, names of officers, statement of 
purpose and lists of major programs and publications for each organization. 


10-89 Ie361 .P92p 1972/73 
President's Committee on Employment of the Handicapped. 
In our path; a program guide, 1972-1973. Washington, 1973. 33 pp. 
Describes various activities which local committees on employment of the 
handicapped may use in efforts to promote employment opportunities for various 
types of handicapped persons. 


HEALTH MANPOWER 


10-90 1d228.9 .AL7p 
Altman, Stuart H. 
Present & future supply of registered nurses. Washington, U.S. Govt. Print. Off. 
1972. 158 pp. (DHEW Publication No. (NIH) 73-134) 
Research performed under contract from Division of Nursing, National Institute 





of Health. 
A study of the current supply of nursing manpower, the characteristics of persons 
selecting nursing as a career, and the current state of nursing education. Includes 


projections of the supply of nurses through 1980. 


10-91 
Key, Marcus M. and Jack Butler. 
Occupational health manpower in the 70's. Journal of occupational medicine, vol. 15, 
no. 8, August 1973, pp. 625-627. 
Outlines the role of the National Institute for Occupational Safety and Health 
in promoting the development of adequate supplies of occupational health and safety 
manpower. 


10<92 Tech. Rpts. 

New York (City), City University. Research Foundation, 
Health services mobility study. Bethesda, Md., Leasco Information Products, 1972. 
140 pp. (ED-066-613) 

"..The project concentrated on: (1) the analysis of needs and potentials for 
upward mobility in the health industry in New York City, (2) the development of a 
systems-based methodology to ereate job and curriculum ladders in the health industry, 
(3) a pilot test of the methodology, and (4) the provision of technical support." 


10-93 1e438 .434Un85i 1971/72 
U.S. National Institutes of Health. 
Inventory of Federal programs supporting health manpower training, FY 1972. Pre- 
pared by Bureau of Health Manpower Education. Washington, U.S. Govt. Print. Off., 
1973. 76 pp. (DHEW publication no. (NIH) 73-146) 
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HEALTH MANPOWER (Cont'd) 


1094 RALL 
U.S. Eublic Health Service. 
Ophthalmology manpower: characteristics of clinical practice, United States -- 1968, 
Prepared by National Center for Health Statistics. Washington, U.S. Govt. Print. 


Off., 1973, 52 pp. (Vital and health statistics series 14-no. 7; DHEW publication 
no. (HSM) 73-1802) 


-Un85v Series 14 No. 7 


10695 
U.S. Public Health Service 
Ophthalmology manpower: utilization of supplementary personnel, United States -- 


1968. Prepared by National Center for Health Statistics. 
Print. Off., 1973. 48 pp. 


publication no. (HSM) 73-1804) 
HOURS OF WORK 


RAL1 .Un85v Series 14 No. 9 


Washington, U.S. Govt. 
(Vital and health statistics series 14-no. 9; DHEW 


10~96 
Greiner, John M, 
Employee incentives in local government: repackaging working hours. LMRS newsletter 
(National League of Cities, U.S. Conference of Mayors, National Association of 
Counties), vol. 4, no. 8, August 1973, pp. 2-3. 
The task system, shorter hours, gliding hours, and the shorter workweek are some 
of the schedule changes being tried by local governments to help improve employee 


satisfaction. Examples of particular jurisdictions that have experimented with 
these approaches are given. 


10«97 

Mathis, Robert L. 
The immediate effect of a conversion to the foureday workweek on the overall job 
satisfaction of selected nursing service personnel. Ann Arbor, Mich., University 
Microfilms, 1973. 157 pp. 

Major conclusions from the study: the effect of conversion is not necessarily 
positive and staffing, coverage and scheduling have the most influence on job 
satisfaction when the four-day week is voluntarily implemented. 

Doctoral dissertation, University of Colorado, ‘1972. Abstracted in Disserta- 
tion Abstracts International, vol. 33, no. 8, February 1973, p. 3868-A. 

10-98 

Nord, Walter R. and Robert Costigan. 
Worker adjustment to the foureday week: a longitudinal study. 
psychology, vol. 58, no. 1, August 1973, pp. 60-66. 

Employee attitudes toward the four-day week and changes in work and home life 
resulting from the new work schedule were studied in a St. Louis-based pharmaceuti- 
cal company by means of a questionnaire administered 6 weeks after the work schedule 
change, 13 weeks after the change and 1 year after the change. 
tive attitude toward the four-day week was consistent over time. 

10«99 

Smith, Curtis R. 
Will the four-day week work? 
August 1973, pp. 14-21. 

Points out possible economic advantages of the four-day workweek to the employer 
and the employee and describes the practical benefits and limitations of this type 
of schedule as observed during its implementation in several different types of 
organizations. Indicates major obstacles to the adoption of this schedule are 
legal constraints, union views and social considerations. 

HUMAN RELATIONS 
10100 
Blai, Boris, Jr, 


Some basics of sound human relations. Personnel journal, vol. 52, no. 8, August 1973, 
Pp. 710-713, 


M-Film 





Journal of applied 


A generally posi- 


Business review (Federal Reserve Bank of Philadelphia), 


Enumerates 10 basic principles of human relations for creating and maintaining a 
healthy and productive work atmosphere, 
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INCENTIVE AWARDS 





10-101 1e613.4 .Un35la 1973 
U.S. Civil Service Commission. 
Incentive awards administrators; directory. Prepared by Office of Incentive 
Systems. Washington, 1973. 18 pp. 
Lists name, address and telephone number of incentive award program adminis- 
trators in Federal agencies. 


10-102 1e613.4 .Un35it 1972 
U.S. Civil Service Commission. 
Introduction to the Federal Incentive Awards Program. Rev. Prepared by Office 
of Incentive Systems. Washington, U.S. Govt. Print. Off., 1973. 141 pp. 
This publication is designed to serve as a guide for those persons responsible 
for planning, operating and evaluating the awards program. 
Available from U.S. Government Printing Office. 


INDUSTRIAL RELATIONS 
10-103 HD6508 .W27d 


Washington (State). Department of Personnel. 
Definitions of commonly used terms in iabor-management relations, comp. by Roger 


Buchanan. Nepe, 1972 39 pp. 





INSURANCE, HEALTH 

10-104 

Follmann, J.F., Jr. 
Dental insurance. Pension and welfare news, vol. 9, no. 8, August 1973, pp. 20 
22, 24+. 

Overview of dental insurance--types of coverage, setting premiums, possible 
future developments. 

10-105 1e569 .H34n 1971 
Health Insurance Institute, 
New group health insurance; I. Policies issued in 1971; II. The five-year trend, 
1966-1971, New York, 1971. 12 pp. 

Reviews the provisions of new group health insurance policies written by insurance 
companies during the first three months of 1971. Of the 1,015,000 insured persons 
included in the 1971 survey, nearly 340,000 were employees and the remainder their 
dependents. 





> 


LNTERGOVERNMENTAL RELATIONS #sPERSONNEL ASPECTS 
10-106 Iell.5 .Un35go 
U.S. Civil Service Commission. 
Governors' designees responsible for IPA. Prepared by Bureau of Intergovernmental 
Personnel Programs, Office of Grant Operations. Washington, 1973. 4 pp. (IP-9) 
Gives name, position and business address of each state's designee(s) responsible 
for the Intergovernmental Personnel Act grant program and other IPA activities. 





10-107 Iel1.5 .Un35ic 
U.S. Civil Service Commission. 
Intergovernmental cooperation through the IPA, Prepared by Bureau of Intergovern- 
mental Personnel Programs. Washington, U.S. Govt. Print. Off., 1973. 30 pp. 
(BIPP 152-12) 

This brochure describes several examples of personnel management activities 
cooperatively developed by different state, local and Federal government agencies 
under the Intergovernmental Personnel Act of 1970, Includes a list of the 
hames and addresses of U.S. Civil Service Commission Regional Intergovernmental 
Personnel Programs Division Chiefs and Area Managers who can assist in developing 
cooperative projects. 
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INTERGOVERNMENTAL RELATIONS .-PERSONNEL ASPECTS (Cont'd) 


10-108 Tell.5 .Un35q 

U.S. Civil Service Commission. 
Questions and answers about temporary intergovernmental assignments. Prepared by 
Bureau of Intergovernmental Personnel Programs, Office of Technical Assistance. 
Washington, U.S. Govt. Print, Off., 1973. 15 pp. (BIPP 152-15) 

This brochure is designed to provide public officials and employees with a better 
understanding of the provisions of the Intergovernmental Personnel Act of 1970 which 
permit the temporary exchange of personnel between the Federal government and state 
and local governments and institutions of higher education. 

Available from U.S. Government Printing Office. 

INTERVIEWLNG 
106109 
Dvorak, Donald F. 
ABC's of interviewing an executive job-seeker. Nation's business, vol. 61, no. 8, 
August 1973, pp. 59-60. 
Suggests how to effectively interview candidates for executive level positions. 


10110 
Landy, Frank J. and Frederick Bates. 
Another look at contrast effects in the employment interview. Journal of applied 


psychology, vol. 58, no. 1, August 1973, pp. 141-144, 

The authors conclude from their study that data on the contrasts effects in 
employment interviews should be gathered from real life situations rather than 
artificial situations which often use students as subjects instead of professional 
interviewers and ask the subjects to rate candidates on the basis of resumes rather 
than on actual interviews. 


106111 
O'Neill, Henry F, 
Isn't it time to change our hiring policies? Personnel journal, vol. 52, no, 8, 
August 1973, pp. 732-734. 
The author recommends several changes in common interview procedures, the type 
of personnel assigned to interviewing positions and the characteristics of job 
candidates considered desirable. 


10112 
Svetlik, Byron L. 
In job interviewing, state specific subject area, then listen, Administrative 
management, vol. 34, no. 8, August 1973, pp. 63-64. 
Suggests that an interviewing technique which combines the patterned or area 
interview with open-ended questions has certain advantages over other methods. 
Explains how to conduct an interview of this type. 


10e113 

Valenzi, Enzo and I. R. Andrews. 
Individual differences in the decision process of employment interviewers, Journal 
of applied psychology, vol. 58, no. 1, August 1973, pp. 49-53. 

"Four placement interviewers rated 243 secretarial job applicants on the basis of 
five kinds of information cues. Despite many factors which favored uniformity, 
wide individual differences in cue utilization led to substantial disagreement about 
how many of the applicants should be rated." 

10-114 

Washburn, Paul V. and Milton D. Hakel. 
Visual cues and verbal content as influences on impressions formed after simulated 
employment interviews. Journal of applied psychology, vol. 58, no. 1, August 
1973, pp. 137-141. 

Observers' ratings of interviewers and job applicants were higher when the 
interviewer's behavior was enthusiastic rather than unenthusiastic. The implica- 
tion is that an interviewer's perceptions of an applicant may be influenced by the 
interviewer's own shaping of the applicant's behavior. 
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INVASION OF PRIVACY 





10-115 
Ervin, Sam J. 
Justice, the Constitution, and privacy. 
Vital speeches of the day, vol. 39, no. 22, September 1, 1973, pp. 677-681. 
Senator Ervin explains his concern over invasions of privacy in our daily lives 
and gives examples of particular government abuses. From a series of discussions 
at Miami University, Hamilton, Ohio, June 28, 1973. 


JOB DESIGN 


10-116 Id72 .C380 
Chase Manhattan Bank. 
Organization development projects. n.p., n.d. 3 v. in l 
Contents: Manpower management; Applying behavioral sciences at ...; Behavioral 
science applications at .... 
Briefly reviews the objectives and results of several organization development 
projects and presents two detailed analyses of projects that applied behavioral 
science techniques, particularly job enrichment, to the redesign of jobs. 


10-117 1d199 .Sh7o 
Human factors in job design. In Shore, Barry. Operations management, New York, 
McGraw-Hill, 1973, pp. 142-161, 

Reviews the major approaches to "designing a working environment that meets both 
the needs of the individual and the demands of the job." Considers the engineering 
approach, the human relations school, jo’ enlargement, job participation and job 
enrichment. 


10-118 
Penzer, William, 
Bridging the industrial engineering/behavioral science gap. Personnel journal, vol. 5), 
no. 8, August 1973, pp. 696-701, 

Penzer suggests a "job engineering" approach to job design problems as a means of 
bridging the industrial engineering/behavioral science gap. Such an approach would 
integrate concepts from both fields and focus on maximizing both the productivity and 
satisfaction of workers, 


JOB ENLARGEMENT 
10-119 1d65 .G280 
General Foods Corporation. 
Organization of a manufacturing plant to fit business and people's needs. White 
Plains, N.Y., 1973. lv. 
A compilation of publications related to the job enrichment program at the Gaines 
Pet Foods Plant of General Foods Corporation located in Topeka, Kansas. Includes 
company-prepared reports on the program, an excerpt from the Department of Health, 
Education and Welfare report Work in America and reprints of newspaper and magazine 
articles. 
Bound with: Paper prepared for presenting at "Humanizing of Work Symposium", 
American Association for the Advancement of Science Annual meeting, Philadelphia. 
December 27, 1971, by Lyman D. Ketchum. 








10-120 
Gibson, Charles H. 
Volvo increases productivity through job enrichment, California management review, 
vol. 15, no. 4, Summer 1973, pp. 64-66, 
Relates the details of some job enrichment programs of the Volvo Company. 
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JOB ENLARGEMENT (Cont'd) 
100121 1d65 .T69jo 
avelers Insurance Companies. 
ae enrichment trial--data processing department analysis and results. Hartford, 
Conn., 1971. 20 pp. 
Reports the methods and results of a one-year pilot study of the use of job 
enrichment in a keypunch unit of the Company. 
Bound with: Reeestablishing the importance of the individual: an address by 
M. H. Beach, President, Travelers Insurance Companies. 


JOB SATISFACTION 

10-122 

Locke, Edwin A. 
Satisfiers and dissatisfiers among white-collar and blue-collar employees. Journal 
of applied psychology, vol. 58, no. 1, August 1973, pp. 67-76. 

Satisfaction among white- and blue-collar employees was studied by having 
employees describe satisfying and dissatisfying job incidents and classifying these 
incidents according to a new eventeagent system. "It was found that the same 
categories of events led to both satisfaction and dissatisfaction within each job 
level. However, different agents were seen as responsible for these events--the 
self for satisfying events and others for dissatisfying events." 


10e123 
Quinn, Robert P. and Thomas W. Mangione. 
Evaluating weighted models of measuring job satisfaction: a Cinderella story. 
Organizational behavior and human performance, vol. 10, no. 1, August 1973, pp. l- 
23. 
The results of this study indicate that unweighted methods of estimating overall 
job satisfaction are more valid than importance-weighted measures. 


10°124 
Robertson, K. B. 
Job satisfaction in the civil service--a perspective. Management services in 
government (Gt. Brit.), vol. 28, no. 3, August 1973, pp. 133-139. 
The author expresses some personal views on the nature of job satisfaction and 


some of the particular difficulties of providing satisfying jobs in the British 
civil service. 


10-125 
Saleh, S. D. and T. Singh. 
Work values of white-collar employees as a function of sociological background. 
Journal of applied psychology, vol. 58, no. 1, August 1973, pp. 131-133. 
"This paper investigates the relationship between intrinsic job orientation, 
father's occupation, and community size in a sample of white-collar workers." 


For analysis of the data the sample was classified by salary level, education 
and sex. 


100126 
Wall > Toby D. 


Ego-defensiveness as a determinant of reported differences in sources of job satis- 
faction and job dissatisfaction. Journal of applied psychology, vol. 58, no. 1, 
August 1973, pp. 125-128. 

The results of this investigation support Vroom's hypothesis that Herzberg's 
findings resulting in his two-factor theory of job satisfaction-dissatisfaction 
“are in part a product of ego-defensive processes within individuals." 
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LABOR FORCE 
10127 1d224 .Unl7s 1972 
U.S. Bureau of Labor Statistics. ‘ 
Marital and family characteristics of workers, March 1972. Washington, 1973. ly. 


(Special labor force report 153) me 
The data from this report show a steady increase in the number of families with 


more than one worker. 
Reprinted from: Monthly Labor Review, April 1973, with supplementary tables 


(Reprint 2879). 





LABOR-MANAGEMENT RELATIONS (PUBLIC SERVICE) 





102128 

Akehurst, A. W. 
Collective bargaining and rights protection in tle British civil service. Civil 
service review (Canada), vol. 46, no. 2, June 1973, pp. 30-41, 43. ; 

Contrasts the legal framwork, labor-management attitudes and bargaining structures 
of the British and Canadian civil services and examines the protection of rights of 
British civil servants in relation to terms and conditions of employment, promotion 
and discipline. 

Text in English and French. 


10-129 1e621.9 .AJIp 
Alabama. University. Manpower and Industrial Relations Institute. 
Public sector labor relations, 1972; bibliography no. 1, comp. by Allan D. 
Spritzer. University, Ala., 1972. 8 pp. 

References dealing with public sector labor relations in the Federal, state and 
local governments are listed under the following headings: public sector labor 
relations - general; state legislation; union organization and representation; 
collective bargaining; contract administration and public employee rights; impasse 
procedures; strike problems, 

10-130 

Cebulski, Bonnie G. 
An analysis of 22 illegal strikes and California law. California public employee 
relations, no. 18, August 1973, pp. 2-17. 

Although public employee strikes are illegal in California, 22 occurred between 
January 1969 and mid-July 1972 in the San Francisco Bay and Sacramento areas. 
These strikes "are examined in detail with the purpose of attempting to determine 
(1) the effect of the law on the conduct of the strikes, and (2) the effect re- 
curring strikes have had on the law." 


10-131 Law .N42a 1971/72 
Collins, Daniel G,, Eli Feit and Barbara L. Spivak. 
Labor relations law. In New York University. School of Law. Annual survey of 


American law, 1971/72. Dobbs Ferry, N.Y., Oceana, 1973, pp. 359-388. 
A major portion of this chapter is devoted to recent developments in public 
sector labor relations law. See pages 359-371. 


10#132 Ie621 .P96p No. 41 
International Personnel Management Association. 
Resolving internal management conflicts for labor negotiations, by Thomas A. Kochan, 
Chicago, 1973, 52 pp. (Public employee relations library no. 41) 
Identifies the sources of conflict among management officials that can arise 
within the context of city government labor negotiations and suggests practical 
guidelines for resolving these conflicts. 


10~133 1e621 .M58c Vol. 12 
Michigan. University-Wayne State University. Institute of Labor and Industrial Re- 
lations, 
Collective bargaining by public employees in Sweden, by Harold M. Levinson. Ann 


Arbor, 1972. 98 pp. (Comparative studies in public employment labor relations) 
Provides a historical background of labor relations in both the public and 
private sectors, but focuses on developments in the public sector since 1965. 


























LABOR - MANAGEMENT RELATIONS (PUBLIC SERVICE) (Cont'd) 


100134 le621 .N48fi 
New York (State). Public Employment Relations Board. 
The first five years of the Taylor Law; September 1, 1967-August 31, 1972. Albany, 
n.d. 
Reviews the origin of New York's Public Employees' Fair Employment Act (Taylor 
Law) and the developments in public sector labor relations during the first five 
years following the law's enactment. 





102135 1e621.9 .N42p 1973 
New York (State). School of Industrial and Labor Relations, Cornell University, 
Public employment bibliography, 1973, by Robert V. Pezdek, Ithaca, N.Y., 1973. 
185 pp. (Bibliography series no, 11) 

Lists primarily 1970-1972 publications on labor-management relations dealing with 
the following categories of employees: general public, Federal government, state 
government, local government including policemen and firemen, professional and non- 
professional primary and secondary education, higher education, library and health 


care. 
10°136 
Randles, Harry E. 
Toward an understanding of negotiations in the public sector: part II. Journal of 


collective negotiations in the public sector, vol. 2, no. 3, Summer 1973, pp. 23l- 
256. 

The second of this twoepart series of articles examines the shifting of power 
relationships in education as a means of promoting understanding of negotiations in 
the public sector. 


106137 
Thompson, B. V., Jr. 
Government employe unions. NAM reports (National Association of Manufacturers), 
vol, 18, no. 37, September 10, 1973, pp. 10-12. 
Discusses the potential influence of government employee union negotiations on 
public policy. Focuses primarily on the union activities of public school teachers. 


10-138 1e623 .Un35di 1973 
U.S. Civil Service Commission. 
Directory of national and international unions and associations with exclusive 
recognition in the Federal service. Prepared by Office of Labor-Management Re- 
lations. Washington, 1973. 1l pp. 
10-139 1e623 .Un35Lm 1973 
U.S, Civil Service Commission. 
Labor-management relations in the Federal service; answers to questions about 
Executive Order 11491. Rev. ed. Prepared by Office of Labor-Management Re- 
lations. Washington, U.S. Govt. Print. Off., 1973. 26 pp. 
This booklet “is designed to clarify technical and general points concerning 
fundamental rights and responsibilities ... under the Order." 
Available from U.S. Government Printing Office. 
10-140 1e623 .Un35Ls 1972 
U.S, Civil Service Commission. 
Union recognition in the Federal government; statistical report and listing by 
agency of exclusive recognitions and agreements under Executive Order 11491 as of 
November 1972. Prepared by Office of Labor-Management Relations. Washington, 
U.S. Govt. Print. Off., 1973. 442 pp. 
Available from U.S. Government Printing Office. 


106141 Ie621 .Un655su 1973 
U.S. Labor-Management Services Administration. 
Summary of state policy regulations for public sector labor relations; statutes, 
attorney generals' opinions and selected court decisions. Washington, U.S. Govt. 
Print. Off., 1973. 38 pp. 
At head of title: Public Sector Labor Relations Information Exchange. 





LABOR-MANAGEMENT RELATIONS (PUBLIC SERVICE) (Cont'd) 





102142 M-Film 
Weitzman, Joan P. 
The scope of bargaining in public employment. Ann Arbor, Mich., University 
Microfilms, 1973. 244 pp. 

Includes a review of the scope of bargaining provisions in laws relating to 
state and municipal employees and an examination of the scope of bargaining in 
New York State since implementation of the Taylor Law. 

Master's thesis, Cornell University, 1973. 


10-143 

Yaffee, Byron. 
Political activities of New York State public sector employee and employer interest 
groups. Journal of collective negotiations in the public sector, vol. 2, no. 3, 
Summer 1973, pp. 317-331. 

"The paper examines efforts by public employee groups and associations of public 
employers to lobby for changes in New York State's Public Employees' Fair Employment 
Act (Taylor Law). The author finds that such efforts vary by organization according 
to philosophy, perception of the groups influence, and the group's desire for change," 


LABOR TURNOVER 


10-144 

Johnson, Thomas W. and George Graen. 
Organizational assimilation and role rejection. Organizational behavior and human 
performance, vol. 10, no. 1, August 1973, pp. 72-87. 

The relationship between a new employee's early organizational experiences and 
voluntary termination is explored by examining aspects of the organizational assimi- 
lation process. Characteristics of employees who quit within a matter of months 
were found to differ significantly from those of employees who remained on the job. 





LEAVE 

10-145 

Gerson, Lowell W. and James K. Skipper, Jr. 
Job status and expectations of exemptions for work due to illness. Journal of occupa- 
tional medicine, vol. 15, no. 8, August 1973, pp. 633-634. 

The results of this study support the hypothesis that individuals with low status 

positions expect greater exemption from work when ill than individuals with high 
status positions. 


10-146 

Greenwald, Carol, 
Maternity leave policy, New England economic review (Federal Reserve Bank of Boston), 
January-February 1973, pp. 13-18, 

A case study of the costs which the Federal Reserve Bank of Boston would have 
incurred if the new Equal Employment Opportunity Commission guidelines on insurance 
and disability benefits for pregnant employees had been in effect during 1971 and 
part of 1972 "indicates that the costs would have a negligible impact on overall 
labor costs...." 


S/I 


100147 s/C 
McClain, Charles K, 
The invisible paycheck -- leave with pay. Personnel observer (South Dakota Municipal 
league), vol, 1, no. 8, March 1973, pp. 29-32. 
McClain explains the leave policies for employees of the city of Vermillion, 
South Dakota, and discusses the importance of accurate record keeping of leave 
information. Two record-keeping forms are described and illustrated, the request 
and authorization for leave of absence and the individual leave record. 
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LEAVE (Cont'd) 
100148 1e507.5 .Un4ls 1971 
U.S. Department of Agriculture. 
Annual and sick leave survey for leave year 1971. Washington, 1972. lv. 
Presents data on sick leave used by sex, age and GS grade group for leave 
years 1970 and 1971. Also shows average days of sick leave and annual leave 
used during 1971 by pay plan and grade groups. 


MANAGEMENT 

106149 Id182 .C66h 

Cohn, Theodore, 
How management is different in small companies, by Theodore Cohn and Roy A, Lindberg. 
New York, American Management Association, 1972, 48 pp. (AMA management briefing) 

Based in part on a survey of the presidents of small companies, this briefing 

attempts "to describe the management differences between small and big companies and 
recommend the directions small company managers should take to improve the conduct of 
their firms." 


10-150 
McConkey, Dale D. 
MBOe-twenty years later, where do we stand? Business horizons, vol. 16, no. 4, 
August 1973, pp. 25-36. 
Reviews the development and adoption of the management by objectives system and 
its impact on the management process and on the appraisal and compensation of 


managers. Indicates some of the pitfalls of MBO and discusses the outlook for its 
future. 
10°151 Id22 .M66m 


Miner, John B. 
The management. process; theory, research and practice. New York, Macmillan, 1973. 
559 pp. 
Selected chapters: Authority and motivation; Leadership and supervision; 
Communication in organizations; Control procedures and human resource utilization; 
Staffing: executive personnel management, 


100152 S/I 
Reddin, W. J. 
MBO and the behavioural sciences. Optimum (Canada), vol. 3, no. 2, 1972, pp. 5-13. 
Describes eight elements of management by objectives implementation which lead to 
commitment and involvement: adequate unfreezing, emphasis on change, acceptance of 
the human side, maximum information, group emphasis, effectiveness emphasis, situa- 
tional emphasis and appropriate rate of change. 


10-153 Id22 .Si2m 
Sikula, Andrew F. 
Management and administration. Columbus, Ohio, C. E, Merrill, 1973. 364 pp. 
A textbook utilizing a systems approach to the study of management. 


100154 1d22.9 .Un25m 
U.S, Office of Management and Budget. 
Management by objectives; selected readings. Prepared by the Library. Washington, 
1973. 8 pp. 
An annotated list of books and journal articles. 








MANAGEMENT IMPROVEMENT 





10-155 1d67 .Un38im 1972 (July-Dec.) 
U.S. Congress. House. Committee on Post Office and Civil Service. 
Improved manpower management in the Federal government; examples for the period 
July through December 1972. Washington, U.S. Govt. Print. Off., 1973. 25 pp. 
(H. rept. no. 384, 93rd Cong.) 


MANPOWER PLANNING 
102156 
Manpower planning--a new technique. Whitley bulletin (Gt. Brit.), vol. 53, no. 8, 
August 1973, pp. 120-122. 
Discusses manpower planning in the British civil service and briefly explains 
how forecasting is done with computerized statistical models. 


MEDICAL CARE 


10-157 
O'Brien, Patricia E. 
Health, safety and the corporate balance sheet. Personnel journal, vol. 52, no. 8 
August 1973, pp. 725-729. 
Examines the growth of occupational health services and focuses on the role of 
occupational health nursing and its professional organization, the American Association 
of Industrial Nurses. 


10-158 1e568.5 .Un54h 

U.S. Department of Health, Education, and Welfare. 
HSMHA employee health program on alcoholism; policies, procedures, and assignment 
of responsibilities. Prepared by Health Services and Mental Health Administration, 
Washington, U.S. Govt. Print. Off., 1973. (DHEW Publication No. (HSM) 73-2036) 
16 pp. 

10-159 

Wulf, Gary W. 
The alcoholic employee. Personnel journal, vol. 52, no. 8, August 1973, pp. 702-704, 
719. 

Suggested steps for establishing a program for dealing with alcoholic employees 
include accepting the alcoholic as a salvageable human resource, establishing top- 
level policy and procedural guidelines, training supervisors in these policies and in 
methods of identifying alcoholics and providing channels for proper referral to 
treatment and supportive services. 





MOR ALE 
10-160 
Schweisheimer, W. 
Quiet please!! Supervision, vol. 35, no. 8, August 1973, pp. 22-23. 
Describes some of the effects of office noise on employee efficiency and sug- 
gests two approaches for eliminating or reducing noise. 


MOTIVATION 
10-161 
Feldman, Jack M. 
Race, employment, and the evaluation of work. Journal of applied psychology, vol. 58, 


no. 1, August 1973, pp. 10-15. 

This paper and the one which follows it, "Race, economic class, and perceived 
outcomes of work and unemployment," pp. 16-22, are based on the author's doctoral 
dissertation at the University of Illinois. Both papers deal with research on 
racial and economic class differences in attitudes toward work and unemployment. 
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MOTLVATLON (Cont'd) 
10-162 
Gavin, James F. 





Self-esteem as a moderator of the relationship between expectancies and job perfor- 
mance. Journal of applied psychology, vol. 58, no. 1, August 1973, pp. 83-88. 
"This study examines the implication of Korman's consistency hypothesis for 
predictions of work behavior, derived from Porter and Lawler's expectancy model , 
and evaluates the feasibility of moderating the expectancy-performance relation- 
ship with relevant variables." Findings of the study of management trainees in 
an insurance company did not support the specific hypothesis that the relation- 
ship between reward expectancies and job performance would be supported for high 
self-esteem individuals only, but did give some support to the general hypothesis 
of the utility of moderating the relationship with relevant variables. 


10-163 M-Film 
Penny, Michael J. 
The influence of company conditions and practices on motivation. Cambridge, Mass., 
M.I.T. Libraries, 1972. 51 pp. 
"Tests the validity of six hypotheses, including overqualification for a job, on 
the influence of certain company conditions and practices on motivation." 
Master's thesis, M.I.T. Alfred P. Sloan School of Management, 1972. 


10-164 Ie72 .UnS4e 

U.S. Department of Health, Education and Welfare. 
Employee incentive system for hospitals. Prepared by Health Services and Mental 
Health Administration, Community Health Service, Division of Health Resources. 
Washington, U.S. Govt. Print. Off., 1972. 47 pp. (DHEW Pub. No. HSM 72-6705) 

Reviews the various types of monetary and non-monetary incentive programs and 

suggests how to select, implement and evaluate an incentive program in an effort 
to achieve the objectives of increased employee productivity and better cost 
control. 


OCCUPATIONS AND OCCUPATIONAL CHOICE 
100165 
Holland, John L. and others. 
Applying an occupational classification to a representative sample of work histories. 
Journal of applied psychology, vol. 58, no. 1, August 1973, pp. 34-41. 
Holland's occupational classification is applied to a sample of retrospective 
work histories in order to test the predictive efficiency of the classification. 
On the basis of the positive results of this study, the authors point out the 
practical implications of the classification for studying occupational mobility 
and providing personnel and vocational education services. 





ORGANIZATIONS 
10-166 
Hunt, John W, 
The elusive question of size in organisations. Personnel practice bulletin (Australia), 
vol. 29, no. 1, March 1973, pp. 53-61. 
Reviews research which investigated the relationship between organization size 
and the variables of technology, interpersonal relations and organization structure 


and presents the results of an Australian study which further investigated these 
relationships. 


10167 1d72 .H9Ir 
Hunt, John W. 
The restless organisation. New York, J. Wiley, 1972. 460 pp. 
Hunt writes about the changing organization and offers a model by which he hopes 
to "teach the management of systems." 
"Each variable of the model (role system, formal structure, informal structure, 
technical system, individual variable and environment) is examined in detail...." 





ORGANIZATIONS (Cont'd) 





10-168 

Johannesson, Russell E. 
Some problems in the measurement of organizational climate. Organizational behavior 
and human performance, vol. 10, no. 1, August 1973, pp. 118-144, 

Through his own research and the work of others, the author shows that the factors 
used to measure organizational climate are basically the same as those used to measure 
job satisfaction. He suggests that alternative methods of assessing organizational 
climate be explored. 


10-169 Tech. Rpts. 
Maanen, John V, 
"Breaking in"; a consideration of organizational socialization. Nepe, The Author, 
1972. 108, 6 pp. (AD-749-822) 
"4 detailed analysis was made of the studies of occupational socialization and 
the theories that illuminate the processes," 


10«170 1472.9 .M57b 
Meyer, Marshall W,. 
Bureaucratic structure and authority; coordination and control in 254 government 
agencies. New York, Harper & Row, 1972. 134 pp. 
This study of 254 city, county and state departments of finance investigated 
the effects of formal organizational structure on the exercise of authority within 
the organization. 


106171 

i Napier, Herman S. 

| Deputy president: top management in 1982, Personnel journal, vol. 52, no. 8, August 
1973, pp. 714-719. ; 

"..eThe organization structure presented here anticipates changes in present 

organizations in the direction of increased size and complexity, greater demand 
for communication, participating decision making and increased awareness of social 
responsibility." The structure incorporates such concepts as the multiple top 
executive, dual management at lower levels, a consultant staff, a corporate service 
division and a balanced directorate composed of shareholders, management, members 
of the general public and non-management employees. 


10-172 S/I 
O'Neill, J. G. , 
Are "principles" of organization still valid? Optimum (Canada), vol. 3, no. 2, 1972, 
- 14-25. 
= Reviews 10 basic principles of organization and discusses the attributes of severa 
different organizational structures. 


l 


10«173 1e438 .SolUn90n No. 2 
U.S. Social and Rehabilitation Service. 
Organizational structure and climate: implications for agencies. Washington, 
1973. 187 pp. (National study of social welfare and rehabilitation workers, 


work, and organizational contexts; working papers no. 2) 

"This working paper is an effort to set down in a systematic fashion the major 
ideas from current theory and past research on the impact of organizational factors 
in many fields of work, and to integrate these with major issues in social welfare 
and rehabilitation agency management and practice to give a picture of potentially 
useful areas both for research and for improving agency management." 
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100174 Ie53 .Ex3C88c 
Crystal, Graef S. 
Compensating U.S. erecutives abroad. New York, American Management Association, 
1972. 50 pp. (AMA management briefing) 

Focuses primarily on American expatriates, but provides some information on the 
compensation of third-country nationals, The report is based on an analysis of 
company expatriate compensation practices, interviews with compensation directors 
and interviews with expatriate executives, 


100175 1d195 »H19m 
Management organization, personnel selection, and supervision practices, In Haner, F. T. 
Multinational management. Columbus, Ohio, C, E. Merrill, 1973, pp. 133-154. 
This chapter focuses on several issues related to overseas executives such as 
the decision to employ Americans or foreign nationals and methods of recruiting, 


selecting and supervising managers. 


PAY 
10«176 le52 .B89ws 
Bureau of National Affairs, Inc. 
Wage & salary administration; a report on employer policies & practices. Washington, 


1972. 34 pp. 

Covers pay planning policies, administering the wage and salary program, pay 
practices for management and nonmanagement employees, communicating wage and salary 
policies and problems and changes in wage and salary administration. 


100177 1e53 .C5C68m Notebook 
College Placement Council. 
Men's salary survey, a study of 1972-73 beginning offers by business and industry, 
final report, July 1973. Bethlehem, Pa., 1973. 6 pp. 
Recruitment of male college graduates increased significantly at all levels 
but especially at the bachelor's level. Salary offers were up for all degree 
levels and in all fields of study. At the bachelor's level, salary offers were 
highest in the engineering field. 


10178 MeFilm 

Katzenstein, Herbert. 
Private and social benefits of the college degree for black males 1962-70; a 
sample study of the graduates of The City College of New York and Howard Univer- 
sity. Ann Arbor, Mich., University Microfilms, 1972. 112 pp. 

Study found that 1970 black male graduates made a significant break-through 
in starting annual salaries. Mentions factors which help explain variations in 
income and points out how income gains among black graduates have benefited the 
black ghetto society. 

Doctoral dissertation, City University of New York, 1972. Abstracted in 
Dissertation Abstracts International, vol. 33, no. 3, September 1972, p. 866-A. 





10#179 Iel02 .M38r 
Massachusetts. Legislative Research Council. 
Report relative to unemployment compensation for public employees. Boston, 1971. 
67 pp. (Senate no. 1243) 
The report of a study which investigated the feasibility of making public employees 
of the Commonwealth and its political subdivisions eligible to receive unemployment 
compensation benefits. 





PAY (Cont'd) 
10-180 


Pritchard, Robert D. 
Effects of varying performance-pay instrumentalities on the relationship between per. 
formance and satisfaction: a test of the Lawler and Porter model. Journal of 
applied psychology, vol. 58, no. 1, August 1973, pp. 122-125. 

By varying the pay system (incentive and hourly) and the amounts of pay the 
author tested the model of job motivation which "predicts that a high-instrumentality 
pay system should result in positive relationships between performance and satis- 
faction with pay, and that a low-instrumentality system should result in zero cor- 


relations." The results do not support the hypothesis. 
10-181 
Psacharopoulos, George and Gareth Williams. 
Public sector earnings and educational planning. International labour review, vol, 


108, no. 1, July 1973, pp. 43-57. 

The authors show how the indicators provided by using public employee earnings 
to calculate rates-of-return on education can be used to formulate educational 
policy. The analysis is based on data from the Iranian public sector, but it is 
Suggested that this type of anlysis would be applicable in much of the developing 
world. 


10-182 Iel02 .So8s 
South Dakota. Employment Security Department, 


A study of unemployment insurance coverage costs fr state government employees, 
Aberdeen, 1972, 15 pp. 


10-183 
Submissions to the Pay Board on Civil Service Pay. Whitley bulletin (Gt. Brit.), 
vol. 53, no. 8, August 1973, pp. 116-119. 

This article reproduces two papers submitted to the British Pay Board on Civil 
Service Pay. "The first is a joint paper submitted by the Civil Service Department 
and the National Staff Side on the pay system for the non-industrial Civil Service. 
The second is the Staff Side's own statement regarding the position of those grades 
due for a Central Pay increase on lst January 1973." 


10-184 

U.S. President, 1969- (Richard M. Nixon) 
Pay rates for Federal employees. The President's message to the Congress on his 
intention to recommend a pay increase effective December 1, 1973, August 31, 1973. 
Weekly compilation of Presidential documents, vol. 9, no. 35, September 3, 1973, 
pp. 1044-1045. 


10-185 Ie53 .C5V81s 1972 
Virginia Employment Commission, 
Salaries of 1972 college graduates paid by Virginia employers. Richmond, 1972. 9 pp 


PERFORMANCE EVALUATION 


10-18 

se lil Kenneth N., J. P. Singh, and Gary A. Yukl. 
Subordinate personality as a moderator of the effects of participation in three 
types of appraisal interviews. Journal of applied psychology, vol. 58, no. 1, 
August 1973, pp. 54-59. 

Examines the affect of two personality variables--authoritarianism and need for 
independences-on the relationship between a subordinate's amount of participation 
in the appraisal interview and his satisfaction with the interview. "The results 
indicated that it is desirable to allow subordinates to have substantial partici- 
pation in appraisal interview decisions, regardless of the level of subordinate 
authoritarianism or need for independence." 
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PERFORMANCE EVALUATION (Cont'd) 


100187 
Wilkinson, Roderick. 
How can you assess your people? Supervision, vol. 35, no. 8, August 1973, pp. 28- 
29. 
Describes a procedure for assessing employee performance and points out some 
of the beneficial results of such a system. 





PERSONNEL ADMINISTRATION 


10-188 Id78 .As7a 
Association for Systems Management. 
Auditing for systems improvement. Cleveland, Ohio, 1972. 49 pp. 

Explains how to deal with some of the human problems encountered in making a 
systmes audit and implementing changes. 

Partial contents: Involvement of people: the ideals way, by William C. Kulp; 
Interviewing for systems improvement, by Robert I. Stevens; Point of intimacy in 
employee interviewing, by Denis R. Mayer; The human factor in management systems, 
by M. Scott Myers; Participative management motivates, by William A. Preshing; Job 
enrichment: key to personnel motivation, by Thane Crozier; Overcoming resistance 
to change, by John P. Morgan; Hostility in organization change, by Louis Fried. 





100189 Iell.9 .G29b 
George Washington University. Biological Sciences Communication Project. 
4 bibliography on staffing criteria for libraries, information centers, and 
information analysis centers, by Caroline Stanley. Springfield, Va., National 
Technical Information Service, 1970, 37 pp. (AD- 752-137) 


10«190 Iel6 .N48m Pt, 1 
New York (State). School of Industrial and Labor Relations, Cornell University. 
Manpower information for effective management; Part I: Collecting and managing 
employee information, by Felician F, Foltman, Ithaca, New York, 1973. 
39 pp. (Key issues series, no, 10) 
Explains how manpower information is normally collected, how it is used (both 
internally and externally) and how electronic data processing can be used to handle 
it, 


10019] Icl66 .Sa8P76m 
Pollock, Ross. 
Manpower management; a paper presented at an executive development seminar sponsored 
by the Institute of Public Administration. Riyadh, Saudi Arabia, Institute of 
Public Administration, 1973. 29 pp. 
Discusses the techniques of manpower planning, training and utilization and points 
out how these techniques can be used in the Saudi Arabian government service. 


10e192 

Tomeski, Edward A., and Harold Lazarus. 
Information systems in personnel. Journal of systems management, vol. 24, no. 8, 
August 1973, pp. 18-21. 

Based on their study of 87 business, Federal government and state and local 
organizations, the authors conclude that applications of the computer to the 
personnel function have been limited and that these applications are often "pro- 

saic" and "fragmented." Some of the variables which do and do not influence the 
effectiveness of human-resource systems are listed. 








PERSONNEL ADMINISTRATION (Cont'd) 





10-193 Iel61.5 .Un76c 
U.S. Department of the Navy. 
Civilian career management program for financial management. Washington, 1973, 
lv. (SECNAVINST 12950,9) 

Explains the Navy's systematic approach to the management of human resources in 
this field. The program includes intake, training and development, performance 
appraisal and assessment of potential, inventory and referral, ami planning and 
evaluation of the program. Includes sample career development plans for different 
job series in the financial area, 


10#194 Tlell.8 W25p 
Warz Peter B., ed. ' ; 
PSychology”at work. Baltimore, Penguin, 1971. 460 pp. 

Several psychologists contributed to this publication which presents recent 
research and thinking on behavior and experience at work. Specific topics dealt 
with include work schedules, stress, training, aging, selection, occupational 
choice, managerial training and effectiveness, motivation, employees participation 
in management and intergroup relations. 


10195 

Wilson, V. Seymour. 
The relationship between scientific management and personnel policy in North American 
administrative systems. Public administration (Gt. Brit.), vol. 51, Summer 1973, 
pp. 193-205. 

Analyzes those aspects of scientific management philosophy which deal with human 

resources in organizations and shows the relationship between the philosophy and 
the system of personnel administration introduced into the private and public 
bureaucracies of Canada and the U.S. during the reform era of the early part of the 
twentieth century. 


PERSONNEL DEPARTMENTS 


10-196 
What is the personnel manager's job? Personnel journal, vol. 52, no. 8, August 1973, 
pp. 735-736. 
This article outlines the responsibilities of personnel administrators, as 
suggested by Jack A, Fitz-enz, Assistant Vice President of Wells Fargo Bank, 
who want to show how vital a contribution the personnel function can be to an 
organization. 





ERSONNEL PRACTICES 
10-197 
Ricklefs, Roger. 
I'll take the job if-.-. Management review, vol. 62, no. 8, August 1973, pp. 59-62. 
This article shows how companies are responding to changing attitudes among 
employees by reducing the frequency and importance of job transfers, reducing the 
length of formal training programs and decreasing the use of personnel tests, 
particularly psychological tests. 

Condensed from The Wall Street Journal, May 16, 1973. 








10-198 Ref. Te537 .Un35mf 1973 
U.S. Civil Service Commission. 
Manual on fund-raising within the Federal service for voluntary health and welfare 
agencies. Washington, U.S. Govt. Print. Off., 1973. : We 
Explains the policies and procedures of the fund-raising program in the Federal 
service for Federal officials and representatives of recognized voluntary health and 
welfare agencies. 
Available from U.S. Government Printing Office. 
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PERSONNEL UTILIZATION 





10-199 
Olcheski, Bill. 
Accent on the individual worker. Advance; studies in public manpower modernization, 
vol. 1, no. 2, Summer 1973, pp. 2-3. 
Explains the SIMS process (Systems to Identify Motivated Skills) in which 
participants identify "those skills that the employee values and the organization 
can mobilize to their mutual benefit." Reports or the use of SIMS by the Atomic 
Energy Commission in connection with annua! employee performance reviews, by the 
state of New Jersey in an investigation of bow to increase the self-image and 
employability of people on welfare, by Standard Oil of New Jersey in helping 
displaced employees find new positions and by the clergy in mid-career development 


programs. 


PLACEMENT 


10-200 Tech. Rpts. 

Ultrasystems, Inc. 
An evaluation of results and effectiveness of job banks. Springfield, Va., National 
Technical Information Service, 1972. Zo. (Vol. 1, PB-208-834) (Vol. 2, PB-209~- 
805) 
_ Contents: Pt. 1, Introduction and summary; pt. 2, The impact of job bank on ES 
/employment service/ goals; ES staff, and the local community; pt. 3, Job bank cen- 
tral analysis; pt. 4, 15-city job bank operations review (JBOR) data analysis. 


POLITICAL ACTIVITY 





10°201 Law .Un912u 

U.S. Supreme Court. 
United States Civil Service Commission et al. v. National Association of Letter 
Carriers, AFL-CIO, et al.; appeal from the United States District Court for the 
District of Columbia. No, 72-634, Argued March 26, 1973--decided June 25, 1973. 
Washington, Reporter of Decisions, 1973, lv. 

The decision and dissenting opinion in a case which challenged the constitutionality 

of the Hatch Act which limits the political activity of Federal employees. 








106202 s/C 
Woods, Jack. 
Political activity by employees of state government, Baylor law review, vol. 25, 
Winter 1973, pp. 26-36. 
The author examines the nature and extent of legal limitations on the political 
activity of state employees in Texas. 


POSITION CLASSIFICATION 





10-203 PR Ie35 .Ayli 
Ayres, James E, 
Ismar Baruch; a legend in classification, June 28, 1891 - February 20, 1956, 
Washington, The Author, 1973. 24 pp. 
Following a brief historical review of position classification in the Federal 
government, Ayres examines the professional life of Ismar Baruch and his contributions 
to position classification during his 40-year career with the U.S. Civil Service 
Commission, 








POSITION MANAGEMENT 





10-204 
Wolfe, W. A. R. 


What is a staff inspector? Management services in government (Gt. Brit.), vol. 28, 


no. 3, August 1973, pp. 153-157. 

Explains what staff inspection is and how it is carried out in the British civil 
service, "Staff inspection is in essence the direct examination of work to see 
that it needs to be done, that the organizational structure in which it is done is 
conducive to its most efficient performance and that the staff numbers and gradings 
in that organizational area are correctly related to the needs of the work." 


PRODUCTIVITY 


10-205 

Tagliaferri, Louis E. 
The productivity crisis: and what you can do about it. Training and development 
journal, vol. 27, no. 8, August 1973, pp. 3-6. 

The author describes several approaches which have been used in attempts to 
increase employee productivity. He suggests that the failure of some behavioral 
science-based approaches is not so much the fault of the program but of its appli- 
cation by management. Describes the four basic steps of a systematic approach to 
the application of behavioral science concepts to productivity improvement, 


10-206 Tech. Rpts. 
U.S. Federal Aviation Administration. 
Feasibility of measuring Federal Aviation Administration productivity, by John 
Moundalexis and Peter N. Kovalick. Springfield, Va., National Technical Infor- 
mation Service, 1967. eA (AD-728-910) 
"In general, test results confirm the feasibility of measuring the productivity 
of the total agency and of most of its organizational and mission elements." 


10-207 1d214 .Un25me 
U.S. Office of Management and Budget. 
Measuring & enhancing productivity in the Federal government. Washington, 1973. 
180 . 
acho the results of the phase III projects and the recommendations of the 
joint Office of Management and Budget-Civil Service Commission-General Accounting 
Office productivity team, The phase III projects included designing a permanent 


productivity measurement system, research into factors which have caused productivity 
change, the use of productivity measures in the manpower and budget planning process, 
improving productivity through capital investment and enhancing productivity through 


more effective use of human resources, 
Final report of the Joint Measurement Systems Project. 


PROFESSIONAL EMPLOYEES 





10-208 1c26.62 .B67p 

Bowen, Don L., ed. 
Public service professional associations and the public interest. Philadelphia, 
American Academy of Political and Social Science, 1973. 308 pp. (Monograph 15) 

The papers in this volume explore the nature and role of public service pro- 

fessional associations and attempt to assess their present and potential value. 
Each paper is followed by a commentary and a discussion by participants attending 
a meeting in Philadelphia May 26-27, 1972. 


The papers include: What it takes to make a professional in the public service, 


by Nesta M. Gallas and William H, T. Smith; Establishing guides for professional 
practice of individuals in public service professions, by John N. Matzer, Jr.; 
Role in standard setting and performance measurement for government and related 


organizations, by David T. Stanley; Legislative and related representational activ- 


ities, by William G, Colman; Criteria for assessing the value of public service 
professional associations, by Norman Beckman; Civic and citizen groups and public 
service professional associations, by William N. Cassella, Jr.; Universities and 
public service professional associations, by Robert F. Wilcox. 


34 








REM 
10=2 
Mill 


conn o o 


10-2! 
New 


cc 
ar 
se 


RETI 


1002 
Bake 


a oO 8S WW = 








rity 
88, 
igh 


e, 








pUBLIC_ADMINISTRATION 
100209 Iall1.6 .Am30 1972/1973 
igerican Bar Association. Section of Administrative Law. 
Ombudsman Committee development report July 1, 1972-June 30, 1973. Allentown, 
Pas, 1973. 48 pp. 

Reports on the utilization of citizens’ complaint-handling mechanisms (particularly 
the ombudsman system) in foreign countries and the Federal, state and local governments 
and specific types of institutions in the U.S. 





i0~210 
gurrow, E. Edward and Edmund J. Leslie. 
tdding the professional touch to classified advertising. Personnel journal, vol. 52, 
no, 8, August 1973, pp. 705-709, 734. 
Offers advice on writing and placing recruiting advertisements and on how to control 
advertising costs. 


10-211 
Dennis, Terry L. and David P. Gustafson, 
College campuses vs. employment agencies as sources of manpower, Personnel journal, 


vol. 52, no. 8, August 1973, pp. 720-724, 

The results of this survey show personnel manager's attitudes toward various 
sources of college-educated talent and the number of graduates hired from each source. 
The discussion of results focuses on attitudes toward and utilization of college 
placement offices versus employment agencies, 


REMOVAL 


10¢212 S/C 
Mills, Margaret T. 
Dismissals for pregnancy in government employment, Maine law review, vol. 25, no. l, 
1973, pp. 61-87. 

"This comment will explore all fifth and fourteenth amendment pregnancy cases 
brought before the federal courts of appeal and both military pregnancy cases 
brought before the federal district courts in 1972, with emphasis on the Struck 
case because it was granted certiorari by the Supreme Court, and because it 
best illustrates some of the litigational errors discussed above. ... The object 
of the comment is to explore the state of the law of pregnancy in employment 
under the Constitution, with stress on the relationship between the conduct of the 
litigation and the outcome of the case." 


pices ; le688 .N48j 
New York (State). ‘School of Industrial and Labor Relations, Cornell University. 


Job security and public employees, by June Weisberger. Ithaca, N.Y., 1973. 
(IPE monograph no. 2) 

Examines legislative, judicial, quasi-judicial and contractual developments 
concerning job security for public employees and concludes that “employee organizations 


are turning increasingly to the collective bargaining process to assure maximum job 
security for their members," 


RETIREMENT 


100214 

Baker, Cherry, 
A survey of private superannuation schemes, Personnel practice bulletin (Australia), 
vol, 29, no, 1, March 1973, pp. 9-43. 

This article presents the following information derived from a survey of 703 

private pension plans in Australia: number and age of plans, administration of 
plans, membership, eligibility requirements, contributions, benefits payable on 
normal retirement, benefits payable in other circumstances and recent modifications 
of plans, The appendices show selected characteristics of plans by size of firm 

and type of industry. 


88 pp. 








RETIREMENT (cont'd) 
10215 Ie708 .C77p 
Cook, David T. “1 
/Pension plans; a four part series/. Extracted from: The Christian Science 





Monitor, vol. 65, nos. 132-136, May 1-5, 1973. 

Reviews some of the problems with the financing of private pension plans, the 
variations in the structure and benefits of the plans and the different proposals 
for pension reform, including vesting and portability. 


102216 
Leo, Mario. 
Yes, social security integration is still important! Pension and welfare news, 


vol. 9, no. 8, August 1973, pp. 74, 76, 98. 
An argument in favor of integrating pension plan benefits with those provided 
by Social Security. 


100217 
Saskena, G. S. 


We need another national pension plan. Pension and welfare news, vol. 9, no, 8, 
August 1973, pp. 42, 44, 46+. 

Recounts some of the disadvantages of private pension plans and describes how 
a national pension plan would work. 


10-218 Ie711.3 1969/70 

U.S. Civil Service Commission. 
Annual report of the Board of Actuaries of the Civil Service Retirement Systen, 
fiscal year 1970. Washington, U.S. Govt. Print. Off., 1973. 44 pp. (H. doc, 
no. 37, 93rd Cong.) 

Presents the results of an actuarial valuation of the Civil Service Retirement 

and Disability Fund as of June 30, 1970. The following information is included: 
a summary of benefit and contribution provisions, a statement of the estimated 
number and payroll of employees covered by these provisions, a table showing the 
number and amount of annuities in force on June 30, 1970, a table showing the 
normal rate required for new members, a valuation balance sheet and comments on the 
current operation of the fund. "Appended to the report are tables of various 
actuarial rates and factors used in the valuation together with summaries of the 
employee and annuitant data used as a basis for the valuation." 


10219 Ie711 .Un35fe 1973 
U.S. Civil Service Commission, 
FED facts on the civil service retirement system. Prepared by Office of Public 
Affairs. Washington, U.S. Govt. Print. Off., 1973. 7 pp. (FED facts 3) 
Explains the basic features of the Federal government's retirement system: 
eligibility, how annuities are computed, annuities for disability retirement, sur- 
vivor benefits and other aspects. 
Available from U.S. Government Printing Office. 


10220 HD7124 .Un54r 1971 

U.S. Department of Health, Education,and Welfare. 
Reports of the 1971 Advisory Council on Social Security. Washington, U.S. Govt. 
Print. Off., 1971. 104 pp. 

Presents the Council's three reports containing recommendations for changes in 
the social security and Medicare programs and recommendations for financing the two 
programs. 

Included in the first report is the recommendation "that the Congress give con- 
sideration to an approach under which earnings credits under social security and 
the civil service retirement system of a worker who retires, becomes disabled, or 
dies, would be combined in cases when there is no benefit eligibility under one 
or either system so that benefits can be paid--under one system or the other-- 
which take into account the worker's earnings under both systems." 
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RETIREMENT (Cont'd) 


100221 Ie708 .Un93s Int. Rpt. 

.$, Treasury Department. 

Study of pension plan terminations, 1972. Interim report. Prepared by Depart- 
ment of Treasury and Department of Labor. Washington, 1973. 99 pp. 

This preliminary report is based on information about private pension plans 
reported terminated during the first seven months of 1972. 

Partial contents: Chap. 3, Number of terminations and extent of benefit losses; 
chap. 4, Special characteristics of plans reported terminated during 1972; chap. 5 
Characteristics of employers whose plans were reported terminated during 1972; 
chap. 6, Terminated jointly administered multiemployer pension plans under collec- 
tive bargaining, 1965-71. 

Findings of this report are highlighted in "The impact of private pension plan 
terminations," by Theodor Schuchat in Industrial Gerontology, no. 17, Spring 1973, 
pp. 72-74. 


b 





SAFETY 

100222 

The Federal role in job safety and health. Monthly labor review, vol. 96, no. 8, 
August 1973, pp. 28-55. 

This series of articles examines the various functions of the Federal government 
in the administration and implementation of the Occupational Safety and Health Act 
of 1970. 

Contents: Forging a partnership with the states, by Sally Seymour; Inspection 
and enforcement at the workplace, by Joe Collier; If a citation is appealed, by 
John Tavela; Research to determine what's dangerous, by Herbert M, Hohn; The new 
survey of occupational injuries and illnesses, by John T. Inzana. 


100223 

Lehmann, Phyllis. 

Safety and health go to collegee-and back home, Job safety & health, vol. 1, no, 9 
August 1973, pp. 2-6. 

Describes the training programs provided by the Occupational Safety and Health 
Administration's Office of Training and Education for Federal compliance officers 
and industrial hygienists, state safety and health personnel, and private sector 
employers and employees, 

Another article in the same issue, "Boot camp and beyond," by John Rogers (pp. 10- 
14), reports on the training courses offered at OSHA's Training Institute in Rosemont, 
Illinois. 


SCIENTISTS AND ENGINEERS 
100224 M-Film 
Azevedo, Ross E. 
The labor market for scientific personnel; the problem of allocation and efficiency. 
Ann Arbor, Mich., University Microfilms, 1973. 287 pp. 
"This work analyzes the structure and functioning of the labor market for 
scientists and engineers and makes recommendations as to procedures which should 
be implemented so as to facilitate the process of employment search." 
Doctoral dissertation, Cornell University, 1972. Abstracted in Dissertation 
Abstracts International, vol. 33, no. 10, April 1973, p. 5358-A. 








106225 Ie172.9 .B8la 

Brown, Thomas D. 
An analysis of reemployment and unemployment of engineers laid off from NASA 
aerospace contracts between June of 1968 and October of 1970. Cambridge, Mass. 
The Author, 1972. 83 pp. 

"Seven hundred eighteen engineers ... responded to a survey in the spring and 

Summer of 1971. The factors most significantly related to reemployment were age, 
months since layoff, degree level, and geographic area of layoff." 
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SCIENTISTS AND ENGINEERS (Cont'd) 





10-226 tel72.9 .Cl2a 
California. University. Aerospace Orientation Program, 


Aerospace Employment Project; finaI report of the Orientatfon Program; 
a program designed to orient engineers and other professionals from the 
aerospace industry for positions in local government, Berkeley, 1972. 215 pp. 

Describes the results of the Program's efforts to orient and place unemployed 
aerospace engineers and technicians in state and local government jobs and reports 
the findings of follow-up interviews six and nine months after placement, 

Papers from an Aerospace Orientation Project Manpower Symposium on Unemployed 
Professionals, August 3-4, 1972, are reproduced in the appendices. These include: 
Public sector employment - problems and opportunities, by Marshall Kaplan; 

The Emergency Employment Act: a progress report, by Sar Levitan; Unemployed 
aerospace engineers--new dimensions to old dilemmas, by Ida R. Hoos; Structural 
issues in the supply and demand for scientific manpower: implications for national 
manpower policy, by George B. Weathersby,. 

Cover title: Adapting professional manpower from aerospace to urban government, 


10#227 Iel72 .En3m 
Engineering Manpower Commission. 


Minorities in engineering; proceedings of a meeting of the ... November 30, 1972. 


NePes n.d. 13 pp. 
Educators and industry leaders discuss the problems of increasing the supply 
of minority engineers and attracting them to positions in industry. 


10-228 Tel72.9 .M38a 
Massachusetts Institute of Technology. Department of Urban Studies and Planning. 


Aerospace Employment Project, final report; Project ADAPT (Report #2); review and 
assessment of post-orientation careers of project participants. Camb ‘idge, Mass., 
1972. lv. 

"This report documents the subsequent careers of 185 persons who, during August 
1971, participated in Project ADAPT, a month-long orientation to urban affairs for 
then-unemployed aerospace and defense industry professionals [scientific and technical 
personnel] intent on starting new careers in state and local government. oe. 

"Project ADAPT was evaluated from several perspectives: as a vehicle for obtaining 
employment for surplus technical professionals; as a means of contributing to the 
capacity-building objectives of Model Cities; as a means of adapting aerospace skills 
and technology to urban needs; and as a career transition program," 


10-229 PR 1e172.9 .0c52£ 
O'Connell, John F, 


The labor market for engineers. Ann Arbor, Mich., University Microfilms, 1971. 
155 pp. 

The objectives of this research were to develop and estimate demand and supply 
schedules for engineers, to analyze the importance of relevant variables in the 
market-equilibrating process (particularly the importance of the wage variable) 
and to analyze the complementarity or substitutability of engineers and people in 
related occupations, 

Doctoral dissertation, University of Wisconsin, 1971. 


10-230 Ile172 .Un7r 
U.S. Atomic Energy Commission, 


Radiation protection enrollment and degree survey;enrollments - fall 1971; 
degrees granted July 1965-June 1971, Prepared by Division of Nuclear Education 
and Training, Manpower and Appraisal Branch. Washington, 1972. 15 pp. 


10-231 Ie22 .W75i 
Wisconsin. Bureau of Personnel. 


Industrial safety survey. "-p., 1972. Il v. 

Explains the rationale and criteria utilized in the development of the Wisconsin 
industrial safety classifications and their corresponding salary range assignments 
and describes the procedures used in developing the qualifications required. In- 
cludes job descriptions for the industrial safety positions. 

At head of title: Personnel management survey. 
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10°232 Iel22 .P97s 

King, Donald C. 

Selecting personnel for a Systems 4 organization; a paper presented at the NTL 
Institute for Applied Behavioral Science Conference; New Developments in Organi- 
zational Developments October 8 and 9, 1971. Lafayette, Ind., Purdue University. 
Krannert Graduate School of Industrial Administration. 1971. 13 pp. 

Describes the process used to select team leaders and nonsupervisory employees 
at the General Foods plant in Topeka, Kansas, a participative management type of 
organization. The selection approach is similar to assessment centers in several 
ways. 

10233 Tech. Rpts. 

Personnel Decisions, Inc. 

Development of psychiatric standards for police selection, by Robert W. Heckman 
and others. Springfield, Va., National Technical Information Service, 1972, 
359 pp. (PB 215 534) 

"This police manpower project assessed those personality characteristics that 
are relevant to on-the-job police performance and determined nationally applicable 
personality standards to aid officials in the selection of new police officers. 

A number of personality tests and job situations are selected to measure these be- 
haviors, and the tests and simulations are normed for different types of police 
departments and geographical areas. The manual from this project includes guide- 
lines for the application of psychiatric test and standards to police selection." 


100234 s/c 
Shaw, E. A. 
Decision making in the manpower selection process: the realities of being human, 
Interpersonal journal (Switzerland), vol. 2, 1971-72, pp. 1-8. 
This study investigated the effects of the interviewer's initial response to 
an applicant, the interviewee's occupation, the interviewer's perceived similarity 
between himself and the applicant and unambiguous data presented in application forms 
and resumes on the personnel selection decision. 
10*235 
Smith, Robert D, 
Models for personnel selection decisions. Personnel journal, vol. 52, no. 8, August 
1973, pp. 688-695, 701. 
Before presenting the results of a research study on the use of computer-assisted 
personnel selection, the author reviews classical selection methods and describes 
several computerized personnel search systems including the Department of Agriculture's 
Management of Human Resources system and the U.S. Civil Service Commission's 
Executive Assignment System, 
The research reported here also appears in the book Manpower Planning and Programming 
by E. H. Burack and J. W. Walker. 
100236 Iel22 .W84w 1971 
Wonderlic, E. F. 
Wonderlic personnel selection procedure. Northfield, Ill., E. F. Wonderlic & 
Associates, 1971. Kit. 
Outlines a typical standard employee selection procedure and describes the 
Wonderlic forms and tests used in each stage of the process. 





SUPERVISION 
100237 
Glazebrook, Floyd M. 
The opportune moment. Supervisory management, vol. 18, no. 8, August 1973, pp. 30- 
33, 
Glazebrook explains how the elements of time, place, supervisor attitudes and 


subordinate attitudes determine the right moment for supervisor-subordinate inter- 
action. 
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SUPERVISORS 

10-238 

Gehm, John W, 
The forgotten minority - supervisors, Training and development journal, vol. 27 
no. 8, August 1973, pp. 42-44, 46. 

Gehm proposes that supervision be recognized as a distinct craft or art and that 

supervisory training become a formalized educational program with the same support 
and development as educational programs for higher level management. 


10+239 
Hutchison, Kathrine, 
The selection and training of supervisors, Personnel practice bulletin (Australia), 
vol. 29, no. 1, March 1973, pp. 45-52. 
Describes the procedures used to recruit, select and train female production 
supervisors in an Australian clothing manufacturing firm. 


10-240 

Underwood, William J. and Larry J. Krafft. 
Interpersonal compatibility and managerial work effectiveness: a test of the 
fundamental interpersonal relations orientation theory. Journal of applied 
psychology, vol. 58, no. 1, August 1973, pp. 89-94. 

One postulate of this theory is that the better the fit between the inter- 
personal need configurations of two or more individuals, the more likely it is that 
the individuals will attain the goal of their relationship. This postulate was 
tested in an industrial setting with male supervisors serving as the subjects. 
Generally the postulate was not supported and the authors suggest that “it may be 
that strategies to match personalities in order to gain interpersonal effectiveness, 
though frequently attempted, are not a productive effort." 


TESTS 

10#241 

Anderson, Harry E., Jr., S. Larry Roush, and Jack E. McClary. 
Relationships among ratings, production, efficiency, and the general appitude test 
battery scales in an industrial setting. Journal of applied psychology, vol. 58, 
no. 1, August 1973, pp. 77-82. 

The relationships among the General Aptitude Test Battery scales, supervisory 
ratings of job behavior and actual production and efficiency rates were studied in 
an industrial setting. "The correlations between the GATB Scales and the rating, 
production, and efficiency variables were found to be from low to insignificant, 
including more than one-third that were negative." 





10=242 Tech. Rpts. 

Human Inte a Research Institute. 
Method: assessing the disadvantaged in manpower programs; a review and analysis, 
vy Thomas E. Backer. Springfield, Va., National Technical Information Service, 


1972. 192 pp. (PB-213-167) 

Limitations of traditional tests for assessing the culturally disadvantaged are 
identified and a number of recently developed assessment techniques for use with 
disadvantaged persons in manpower programs are reviewed. 


10-243 
Humphreys, Lloyd G. 
Statistical definitions of test validity for minority groups. Journal of applied 
psychology, vol. 58, no. 1, August 1973, pp. 1-4. 
Humphreys describes an alternative statistical test to the one commonly used 
for determining the validity of selection tests for members of minority groups. 


10-244 
Schmidt, Frank L., John G. Berner, and John E. Hunter. 
‘Racial differences in validity of employment tests: reality or illusion? Journal 
of applied psychology, vol. 58, no. 1, August 1973, pp. 5-9. 

The findings of this study which examined research efforts reporting employment 
test validities by race "cast serious doubt on the existence of single-group and 
differential validity as substantive phenomena. It was concluded that psycholo- 
gists concerned with the applicability of employment tests in minority groups 
should direct their future efforts to the study and determination of test fairness 
rather than to the pseudoproblem of racial differences in test validity." 
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TESTS § (Cont'd) 
100245 1e202 .Un35h 

U.S. Civil Service Commission. 

How to prepare and conduct job-element examinations. Prepared by Ernest S. Prim- 
off, Personnel Reseerch and Development Center, Bureau of Policies and Standards. 
Washington, 1973. 76, 22 pp. (Project no. 6B531A) 

"The purpose of this publication is to provide ... directions for preparing 
job-element examinations. In a jobeelement examination, applicants are evaluated 
directly on the elements needed for the job: Knowledges, skills, abilities, and 
personal characteristics." 

No copies available for distribution. a 


100246 Ie221 .Un35in 
U.S, Civil Service Commission. 
Introduction to J-coefficient analysis. Prepared by Ernest S. Primoff, Personnel 
Research and Development Center, Bureau of Policies and Standards. Washington, 
1973. 62 pp. (Project nos. 6B531A and 6B532AL 
A guide for test technicians involved in setting up a J-coefficient research 
program for selecting the elements to be used in job-element examinations. 
No copies available for distribution. 


10247 Ile221 .W84n 
Yonderlic, E. F. & Associates, 
Negro norms; a study of 38,452 job applicants for affirmative action programs. 
Northfield, I11., 1972. 76 pp. 
Provides data on the scores of Negroes on the Wonderlic Personnel Test by sex, 
education, age, position applied for and geographic location. 


TRAINING 

10248 

Broadwell, Martin M,. 
What I don't like about people who go to seminars. Training in business and 
industry, vol. 10, no. 9, September 1973, pp. 43-46. 

Advice to the participant in a training seminar who wants to get the most out 

of it. Broadwell has pointers on choosing appropriate sessions, preparing in 
advance, and taking away the essential information. 


10«249 Iel61 .B89s 
Bureau of Social Science Research, Inc. 
Staffing in manpower training projects; a report from the National Inventory of 
Manpower Programs. Washington, 1972, lv. (BSSR: 432) 
Reports the results of a survey designed to provide information about the 
characteristics of staff members in federally supported manpower training projects. 


10#250 
Cicero, John P. 
Behavioral objectives for technical training systems. Training and development 
journal, vol. 27, no. 8, August 1973, pp. 1417. 
Cicero discusses the utilization of behavioral objectives in the design of 
training systems. He explains why he believes technical training systems should 
look at terminal behavior rather than task behavior. 


10*251 
Great Britain. Civil Service Department. 
Account of central civil service training, 1971/72. n.p., 1973. 33 pp. 


Reports on the training programs offered and administered by the Civil Service 
College during its second year of operation. 


Icl66 .G79A4ad 1971/72 





TRAINING (Cont'd) 
10#252 1e425.9 .N21ti 1973 


National Training Laboratories. 
1973 program; a description of laboratory training programs-in human interaction 


and skill development. Washington, 1973. 44 pp. 

10#253 

Vervalin, Charles H. 
How to construct a writing program. Training in business and industry, vol. 10, 
no. 8, August 1973, pp. 24-26. 

Offers the trainer suggestions for pretesting the trainees, setting training 

goals and selecting media to be used. Lists AV materials, programmed texts and books 
for use in writing instruction programs. 


TRALNING- - METHODS 

10#254 

Allen, Louis A. 
The Tegroup: short cut or short circuit? Business horizons, vol. 16, no. 4, 
August 1973, pp. 53-64. 

Sensitivity training is acknowledged to be highly effective, but the effects may 
be beneficial or detrimental to the organization and the participants. Allen urges 
management to make rational decisions regarding the implementation of sensitivity 
training and the selection of group leaders and participants. 





10#255 M-Film 
Hecht, James R. and Alma L. Koch. 
The impact of intercultural sensitivity training on the organization and its mem. 
bers. Cambridge, Mass., M.I.T. Libraries, 1972. 77 pp- 
"Examines a sensitivity training program at a large, technically advanced corpor- 
ation in the Boston area, primarily inter-racially focused." 
Master's thesis, M.I.T. Alfred P. Sloan School of Management, 1972. 


10~256 1d122.9 .In8i 1970-72 
Intercollegiate Case Clearning House. 
Intercollegiate bibliography; special listing; abstracts of cases from Inter- 
collegiate Case Workshops, 1970, 1971, 1972. Boston, 1973. 118 pp. 
An annotated list of business case studies and materials on the case study 
method. 


10#257 Tech. Rpts. 
McClelland, William A. 
Individualized training and the training of individuals. Springfield, Va., National 
Technical Information Service, 1971. 8 pp. (AD-743-151) 

Discusses some of the problems of adapting training to individual differences and 
points out the essential features of educational technology which must be incorporate 
into individualized training. Describes two current Human Resources Research Organ- 
ization studies which are examining some of the problems of individualized training. 

Paper presented at 17th International Congress, International Association of 
Applied Psychology, Liege, Belgium, July 1971. 


10258 1e425.9 .So4n 
Solomon, Lawrence N. and Betty Berzon, eds. 
New perspectives on encounter groups. San Francisco, Jossey-Bass, 1972. 432: pp. 
' The readings collected for this volume include descriptions of encounter group 
methodology, reports of research, accounts of applications and opinions on the value 
of group encounters. 
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106259 1e438 .L4An3L 1973 Suppl. 
American Bar Foundation. 
Women lawyers; supplementary data to the 1971 lawyer statistical report. Chicago, 
1973. 91 pp. 
Presents data on the distribution of women lawyers nation-wide and by state 
according to such characteristics as age, city size, education and type of practice. 


10°260 1e154.9 .B87a 

Bulwik, Helen C. and Suzanne R. Elicks. 
Affirmative action for women; myth and reality. Berkeley, Calif., Institute of 
Business and Economic Research, University of California, 1972. 69 pp. 

The authors explain the objectives of their research as follows: "Our survey 
will attempt to measure the impact of the effectiveness of_the equal employment 
opportunity legislation at this point in time /Spring 1972/. Furthermore, we 
will examine the current status of women in industry; the efforts being made to 
upgrade their status; the difficulties, if any, being encountered by industry in 
doing so; and the career opportunities available to women, including the means 
by which they can take advantage of these opportunities. At another level we will 
examine the obstacles still hampering women's entrance into the managerial levels 
of employment." 


10-261 1e154 .Cl2r 
California. University. Chancellor's Advisory Committee on the Status of Women. 
Report of the.... Los Angeles, 1972. lv. 
A research report on the status of women faculty, staff and students at UCLA. 
Includes recommendations for increasing the representation of women on the faculty 
and improving the status of women in staff positions. 


10262 1e154 .C68w Notebook 
College Placement Council. 
Women's salary survey; a study of beginning offers, September 1972-July 1973. 
Bethlehem, Pa., 1973. 4 pp. 

Recruiting activity for women graduates increased during this period, par- 
ticularly in the areas of business and public administration, but did not keep 
pace with the recruitment for male graduates. Beginning salary offers were 
up in most areas but comparable to salaries offered to men only in competitive 
areas such as engineering. 


100263 1e154.9 .C88f 
Crowley, Joan E., Teresa E. Levitin, and Robert P. Quinn. 
Facts and fictions about the American working woman. n.p., The Author, 1973. 
28 pp. 

This study investigated the accuracy of some common stereotypic views of the 
American working woman. Although some differences were found in the job attitudes 
of men and women, generally there were more similarities between the sexes. 

10=264 1e154 .D63a 1972 
District of Columbia. Commission on the Status of Women, 
Annual report, fifth. Washington, 1972. 13 pp. 

Includes a discussion of the status of women employed by the District government, 
the Metropolitan Police Department and D.C, institutions of higher education and a 
review of Commission activities pertaining to women in the workforce. 

100265 

Green, Jeannine and Grace J. Finley. 
From equal employment to sexual revolution. Conference Board record, vol. 10, no. 8, 
August 1973, pp. 62-64. 
, Summarizes a conference which examined the responsibilities of business and 
academia in making equal opportunity for women a reality. The conference was held 


for girls at Emma Willard School and sponsored by the School, the Rockefeller Family 
Fund and the Conference Board. 
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WOMEN--EMPLOYMENT (Cont'd) 





10-266 

Hall, Douglas T. and Francine E, Gordon, 
Career choices of married women: effects on conflict, role behavior, and satisf 
tion. Journal of applied psychology, vol. 58, no. 1, August 1973, pp. 42-48 wae 

"The main hypothesis predicts that those women who are performing activities 

they choose to perform will be more satisfied than women whose roles do not match 
their preferences." The hypothesized relationship was found to exist for women 
who chose nonemployment activities (volunteer and housewife work), but not for 
those who chose part-time or full-time emp loyment. “A second conclusion to be 
drawn from the results is that the difference between partetime and full-time 
is as distinct as that between working and not working." mad 


10©267 
Keller, Suzanne. 
The future role of women. The Annals (American Academy of Political and Social 


Science), vol. 408, July 1973, pp. 1-12. 
Among the foreseeable changes are less occupational sex typing and greater 
participation by women in the labor force in all fields and at all levels. 


10=268 Tel54 .M72a 1973 
Modern Language Association. Commission on the Status of Women in the Profession, 
Academic women, sex discrimination, and the law; an action handbook. Prepared by 
Adrian Tinsley and Elaine Rueben. Rev. ed. n.p., 1973. 20 pp. 
Discusses laws which cover sex discrimination in employment and admissions in 
academic institutions. Offers women advice on what to do when they believe they 
have encountered discrimination. 


10-269 Tech. Rpts. 
New York (City). City University. Herbert H. Lehman College. Library. 
Women; a selected bibliography of books, compiled by Pauline Marcus. Bethesda, Md., 
Leasco Information Products, 1972. 24 pp. (ED-067-122) 
An annotated bibliography of materials listed under the following headings: Gen- 
eral works, Feminism today, History and condition-U.S., History and condition-other 
countries, Sociology-anthropology, Psychology, Economic and legal status, Biography, 


10270 S/C 
Sherman, Marion and Lewis J. Sherman. 


Bibliography on policewomen: 1945-1972. Law & order, March 1973, pp. 80-83. 


10<271 Iel54 .Solp 
Society of Women Engineers. 
A profile of the woman engineer. New York, 1972. 12 pp. 
Statistics on education, employment, salary and general characteristics. 


100272 1e154.5 .Un35e 


U.S. Civil Service Commission. 
Expanding opportunities; women in the Federal government. Prepared by Federal 


Women's Program. Washington, U.S. Govt. Print. Off., 1973. 15 pp. (FEEO 1) 
Provides a brief background of the Federal Women's Program and the laws and 
executive orders aimed at promoting equal employment opportunity for women. — 
Shows statistically how the Federal employment of women has increased signifionna 
‘in a variety of occupations. A series of photographs illustrates the diversity ° 
opportunities for women in the Federal government. 
Available from U.S. Government Printing Office. 


44 








10«2 
Wel 


10«2 


1002 
Wome 








en 
her 
phy, 


antly 
ty of 








WOMEN--EMPLOYMENT (Cont'd) 


10-273 1e154 .Un473c 
U.S. Federal Aviation Administration. 


A comparative study of female and male air traffic controller trainees, by Bart B, 
Cobb, John J. Mathews, and Carolyn D, Lay. Washington, 1972. 24 pp. (FAA-AMe72022) 

Men and women who entered basic air traffic control training at the FAA Academy 
during the period November 1968-March 1970 are compared on the basis of age, education, 
pre-FAA experience, aptitudes, training-course performance measures and post- Academy 
attrition rates. 





tegip Ie154 .Un98La 1973 
U.S. Women's Bureau. 


Laws on sex discrimination in employment; Federal Civil Rights Act, Title VII; 
state fair employment practices laws; executive orders, 1973. Washington, 1973. 
39 pp. 

"The following appendixes update the sections above and add a summary of the 
Federal Equal Pay Act, as amended, and State equal pay laws. Appendixes: D. 
Changes in Federal and State Legislation; E. Guidelines on Discrimination Because 
of Sex (Revised); F. OFCC Sex Discrimination Guidelines; G. Revised Order No. 4; 
H, Equal Pay Laws--Federal and State." 


10°275 
Wells, Theodora. 


Equalizing advancement between women and men. Training and development journal, 
vol. 27, no. 8, August 1973, pp. 20-24, 

The author looks at the five major ways that men acquire training and develop- 
ment that leads to advancement and explains what typically happens to women in each 
of these areas. Mentions several things organizations can do to provide men and 
women with equal access to advancement opportunities. 


100276, S/I 
Women moving up the line. Spectator, vol. 181, no. 3, March 1973, pp. 8-10, 14-15, 


17-18+. 

The feature articles in this issue deal with the accomplishments of and oppor- 
tunities for women in insurance and the need to equalize disability income insurance 
benefits for women. 

Contents: Liberating disability income insurance by Barbara J. Lautzenheiser; 
Getting off the pedestal, by Katherine M. Pitkin; Portrait of an insurance women; 
Women run the Royal Neighbors. 


10°277 Ie154 .W84w Pt. 1 
Women's Research Center of Boston, 


Who rules Massachusetts women; Part 1: State government. Cambridge, Mass., 1972. 
46 pp. 

This study investigated the status of women in the legislative, executive and 
judicial branches of the Massachusetts state government, The report includes comments 
on how the under-representation of women in these positions affects the general social 
conditions of women in the state and how the representation of women can be increased. 
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